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C.I.G. AD TIISTRLTTVE

TENTATIVE C,I,G. ADLID IISTRATIVIE PROCIDURE FOR s
HANDLING Ol‘ P LICOITNG D OUd GO'LI’G 1m1TTE." GO UITCATIONS J}Z EPT C.ILLS

Effcetive 1l October 1946 the nrocedurc outlined bolew - 111 be out dinto
effect on a tentabive and trial basils in ordér to develop a satisfactory
C.I.G. system for the handling of writton communications » except cables, 'I‘he
procedure for handling cables 111l Lo tho subjeet of a later administrative

order. (| ;s otoi1cd, in addition to his other

dutics, as @ specilal resrescntative of the Execntive to the Dircctor for

25X1A

the purpsse of superviscing and nlacins into cffoct the system outlined below,
" He is authorized to male such changes dn the tentative syston as mey be
neeessary from time to tine until a final svoten is developed. It is
realized that the tentative systom <ril) have defects that must be corr"ct\,d
A11 econcerned must bear in mind that the objectives of this adninistrative
procedure ere to provide seccurity for vrittun communications, to expedite
the flov of matevial and the handling of C,I.G. busincss, and to cypedite

the flow of incoming intelligunce information to the Office of Rescarch

and Evaluwation,

SECTI T

GINERLAL

1. CIENTRAL RoGISTRY SECTION
.The Central Registry, & section under the Communications Division 25X1A
of the Personncl and .,.dninistn tion Branch, -1ill have the folloving orcani-
zational units: *
a. Incomin;;‘Unit' | _ ‘ | . 25X1A

i . . b. Soccial Distribution Unit | .. 25X1A
< k;jpgi’;)’hgmif’d oy

Distributiom Unit : o . R o ‘
: » . ' C Mz M‘)“‘W* PN \u \\-f:.
Central Records Unit Dak e L{ A “» i /7:.//

g Ini‘ormution Distribution Unit .

10
.

|

. EFFECTIVE 30 JUNE 194'7 CIG ADMINISTRATIVE ORDERS WILL REM AIN IN FORCE UNTIL CANG
: - CELLED OR SUPERSEDED -

! INTEGRATED WITH C.I.G. NEMORANDUN T ‘
- ADIINISTRATIVE INSTRUGTION ~ M AYD RE NUI\IEERED T0 0.4,
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wo Cuntral Rusistrr wd1l roceive and dispatch all ineomine and out-
- - - “J

sodng natertal for C.T.G6, ovewnt eablos; will clavsify for roady reforunce

Lor £iling 2ll ineconing ond oulsnin~ matsrial; willendntain £iles on cll

meterial, cncent intzllizunce inforimation; and <41l nrovide officer and on-

listed courler survice Inr C.I.G,

2. WHIFOR:. PILLG SISTR

The Conbral Resdstry Scetion, Communications Division, Porsonncl
[ . 4 3

and Administration Branch, =rill ustoblish o uniform filing system for thu in-

formation and guldance of all offices of C,I.G, in the filing of material

other than cables and intellisjunce informaticn, The Coentrol Rugistry Scetion

711 publich ahd distribute the procedurcs for the cstablishmont of such

systom to b called the "C.I.G. File Clessification Systom,V

3. OFFICE .U STAPF SSAGE CENTIRS

Bach office of C,I.G. and appropriate staff branches and divisions

-

ALl madntein Iescooe Centuers.  The organiszation and functioning of these

oo Centurs -2
offices and of hezds of anpropriate staff cchelons,

e 1E5S27G3R5 0D COUTTIIRG
Ll Ganbd ) L G0t

The Central Romistrr Scetion <oill provide sccure conriers for the

handling of comwmnications and other vapers botiwun the 0ffice and Staff

iessase Cuntors, and votiuen C.I1,G. end certain outoide agencics. The

Gentral Rozistry +oill inform all concerned of the schodules on which thess

cowricrs opurote, The devolopment of the systom for the delivery of papers

1 b oundor the direction of Assistant Dircetors Lor theoir

wAthin the offices and staff echelons of C.I.G. is Lleft to the discrotion of

office and staff heods concurncd,
5. C.I.G. ARDRESS

Incoming material for the Centrel Intellirencs Growp will be

cddressed as follows:

z

Central Intel

ligence Groun
Ll \
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Covrugnondents of the verious cctivitiou of C.I,G. should be advissd to use

this address Lor forverding both claossifisd and unclassificd material.

SaclhIon I

—— —

ZCOUTHG JWIIRL,L, OTHUR THAN INTILLIGZYCZ INFPOTLTION D GANLES

&, CLMTRLL REGISTRY PROCIDURE

&+ The Incoming Unit of the Contrel Resistry Scetion -411:

(1) Op-:;li«;‘nvclapé or othor emteiner of noterdal received,

(2) If matorial ‘is rocoived wder a courior or rooistrr
number, the outer snvelepe on vhich this mubur appuars. i1l b. attached
to the corrzgiondence .

(3) Tin. stamp material,

(L) Assign C.I.G. Control Mwi.r.

(5) iwsizn scouritr classification (i... TOP 53 RET, Scerct,
Confidonticl, R;strictcd or Unclassificd), te matorial which is reccived
unc].assi_f‘icd, and '..'hbich according t.f;; C.I1.G, nolicy requires a Sucm*it.y
clasgificatinn,

(6) Route mutoriol to vSpeci&l Distribution Unit if th: classi~
fication of the material id Ten Suerct or to the Nistribubtion Unit if
the soceurdity classificotion is Sceret, Confidential, Rustricted, or
Unclaszificd, . ‘

b. The nrocsdurzs of the Special Distribution Unit and Distribution
.Uza:" t ¢+ not diffor substanti-_:lly, thedr soparation beins for tho curnase of
irisuring sceure handling and tronsmission of Top Scerct. They +rill:

(1) lLssign a File Glassificotion Mums-r shich is sbtainod from
the File Classification Book puhlished by the Central chistr_" Scctien,

(2) Prepare C.I.G. File Gard, Form No. 35-1 (sample attachod .

as T°R L) in fivo éopics (ériginal - vhite; first carbon - blﬁcj socond
carbon - salmon; third cdrbon = gl*cUn; foui'th cerbon -~ yollow) indicating
in the spaces provided for".bach purposc: |

| (2) CIG Control. Number

M), Above MSeeuritv Clasgification twoe the sconrity
o

-~

Approved For Release 2001/07/12 : CIA-RDP81‘-0072'8R000‘1 00050016-2



Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2 } i

rAN

cclassd c‘.'L‘j.c:n asglaned thoe naper

(¢) Bource of material

(d)  The besie Filo Classification Numi.r vhich hes
been assijned the pancr

(o) Datu‘ of mat.rial (in case of o £ile or sorics of
indorsuments the date recorded »ill be Lhnt of th‘. nogt rocent
pap.r or indersument)

(f) IMimbor of co aivs of matorial

(z) Pub.r of indorscrcnts (if indorsoments ar. con-
curned)

(h) TMwib.r of inclosurcs fornrdud with the motoricl

(1) Dot of roceint of matorial according to tims stawm

(i) That moterial is inesrdne

(k) Cony muthor

(1) Detornine from corr.syondence hether o renly is
xoucted or required, and if so, indicate in appronriate space
the date on vhich a reowly is duc s @lloving in 211 instancos a
r‘casdmblo time .

(m) Couricr, rogistry numbir or any other identifying
number under vhich the motericl was reccived

(n) ibove WCross Refurcncoh indicate such cross refcorence
a5 may be required to su upolement the b sic File Classification
Numbor

(0) Tho subjeet 43 indicated on material, and if not
indibatsd thercon, a subject should be prepared “thich w111 un-
mistalzably idcntify‘thc contents., ‘

(p) The office of C.I.G. to which th:l: mc.t\:rial is to he
reuted.  In the same box will be tynad in small Letters the
initials of v'bhc purson makin: tho routing. If the porson pre-

. paring the form did not indicate the routing his initial =rill

appu r after a dlmonsﬂ mark thv'r thv ll'llt‘ al m‘.‘ the route

B

A
o
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(3)  Lftor preparation of thy CIG File Card, Form lo, 35-1,
thu follewring disposition AL Do ma;du.- of vach copy of the forms
(¢) Orisinal o 5o filsd by Contral Registry wmder Filo
Class j.i‘i.cation Thamber,
(1) Tirst carbon vwill bu filed by Central Replstry under
CIG Control Tumber.
(¢) Fourth carben -:ill bo attachud to paper by stonles
and 17411 not be romoved until the naper has boen returned to
Central Rocords,
(d) Sceond carbon ill be attachud by papur clips to
the paper, to b -ithdram by tho Office or Staff llkesage
Center for file in their £ile records.
(¢) Third carbon wAll bo filed by Cuntral Registry
undor “Source .t .
(L) Propare for cech receiviag office o Consolidatid Receipt,
Forn o, 35-3 (sample attached as TLB B) iﬁ three codics on which wrill
e record:xd classification, nwiyor of cojics and GIG Control Mumbeir.
(5) Envelone metorial for officcr or enlisted couricr trans—
mittal cccording to established C.I.G. procodurc.
(6)  Be reononsibhle for insuring th::.t all rceeipts arc roturn:zd
Irom tho 1"o'ccivin:; Cfficc or Stoflf Hicssage éuntcrs in & reasonable
,lungfh of time,
(7 Tum' over all rocwlpts to Central Records.-Unit for filing
in permencnt roecipt files,., These receipts <011l be maintained for a
poriod of two y;‘-érs s aftor which time thoy may be destroyced.

v 7." OFFICE Ai™ ST.FF iESSiGE CENTER FROCERURE

In cach Cfficc or Staff Message Centur the Top Scerct Centrol Officer

L i1l have dusignated specific clerks to handle Top Sceret and othur criticel

notcrinl, Uoon reccipt of material in the Office or Staff lessage Center from

the Contral Rogistry Scetilon, lMussage Centers will carry ocut the fellowing

procodures . . - -5 -
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4, Chuelk the ‘Conzolidatod Héceint Forn to insurc tlmt a&ll napors '
aro aceounted for by & reeorded CIG Control Iumbor. It should be borne in
mind that vhon a porson signs for a CIG Control Mwader he is not only sisn-
ing for the document itself, but he is acccpt.ing the informatien. contained
on the File Card as being correet v(i.o. that {;ha numb.r of copics of thu
paper; inclosurcs, cte. as listod on the Fils Card arc cprrcct).

b, S8izn the C'onsolidatud Receipt Porm indicating time and date of
recedpt, and put in the out basket for imnediate reburn to Contral Rucords.
If the Office or Staff Messasne Cuntur check revaals thot meturial Listed
on the receipt hus not beon rucéiwd, or that the Fils Curd is incorrcctly
p‘rcpdrod, Contral Roglstry will bo' contactad immediately before the material
listed on the receipt-is distributed by the Office or Staff Messcogu Centor,
The Contral Rugistry Scetion +All Irmedictely bake action touake nocessary
corrcctions,

g. Lfter the receipt has boen signed, the Office or Staff llesgame
Center will detormine the routing to be given that napar and +:ill then cnter
the mouting on the liessage Conter Copy of -the File Card, =-ith a notation
showing the date of routing and the initial of the persen making the routing.

de The File ‘@I}d will then be filed in nwacrical sequence by CIG
Control Numbur, cxecpt that if a date has bedn indicatod by m‘h:_i.ch time a
roply.mu:;t be prepared, the File Card +:ill be filed by duc date of reply in '
a suépunso‘ file. The Office or Steff Messaze Center in that casc 1.ill‘pre-
parc on a blank card of any typc a notd that a certain CIG Contrel Mumber is
filed under a cortain suspensc datc. - When the ansuer has be.cn prepared and
foriarded to Central R'cgistry for dispatch the temporary card in the numericsl,
file 111 be destroyed and replaced by the File Cerd </hich has been removed
from thcl.\ suspense file, ' '

@, If the Cffice or Stc.ff‘lix;ssagc‘ ccnt:;r;deqidgs that the paper

was crroncously routcd to -that office or staff cchclon, the paper writh the

office cepy of the File Card +:ill b@ returned to Contral Registry with b=
*
!
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noto requesting the ramnvel of that CIG Control Numb.r from the receipt form

alrcadyr aceomplishud, and o statoment oxplaining vhy it has boon roturnsd

wdth e sunsgootod routing if nozsible,

8. RECIPTZIT!S PROCEDUNT \

The nrocedure to be follewed in ihe reuting, rocordins and f£iling
of papers within an office or steff cchelon :ill be detemmined by the chiofls

of those offices,

SECTION III

OUTGOTIG IL.TURIAL, OTHIR TH. IiTILIIGR:CE RIPORIS

9+ CRIGIN:TING CFFICE PRCCLDURE
2. 411 corresnondence prepared for dispatch from C.I.G. will be
preparzd in aceordance with C.I.G. Ldninistrative erder -datcd 26 25X1A

iuzust 1946, or any subscquent ord.r ithich ruscinds or amplif‘ics sdministrative
Ordr - 25X1A
» b. " Criginoting officas +ill insurc that in all cases a memo for
record wrill accorpany the Centrel Records copins of the papors to be dis-
patci'wd givin:;; complote backzround information,
¢ The proccdure for the rccording and transmittel of outzoing
materdal from the originating office to the Cffice or Staff llzssame Center
is left to the discretion of the lissistant Dircetors and the chic#s. of the
staff echelons,

10. OFFISE CR ST.FF 1ESS..CE CIUTIR PROCEDURE

2. Office or Staff Mossage Center 7111 cheelr to see that an
adequate mumber of copies have .’ncch furnished by the originating office , &8s
well as to insure the adequacy of the memo for record.

b. Officclcr. Staff I.’[cssalgc: Center 'r.y.'ill preparc rceceipts and
cavelepes for all matorial for vhich they arc ruquii'bd. |

C. Tho - Officc «7.r Staff I.-Iesso.gé Center =11l center information .rc-

sarding the paper on the daily log of futgoing material (sugmested sample _.7_

. :

]
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attached as T.B C; OLfice and Stalf Migsae Centurs may use a variation of

=)

this form as long, as all infomatirjn shomn on the sa:wljlv Sorm 1s miven on
the substi'bu'bu Form), and forvard the pap<r to the Central Rogistry,

‘g. Aftor the Contral Rugistry has completoed its processing {to
b deseribed in paragraph 11 below) the Office or Staff I»Igssaﬁu Contor -rill
recedve & copy of thoe File Card to be »laced in their mumericel CIG Contrnl
Twnber filc,  Unon receipt of this File Card the rocord on the Vclaily log of
the OLfice or Steff Messane Contor wrill bo lincd through. If & File Card

has not been roceived in the 0ffice o1 Staff Mussage Contor within tirenty-

- four hours a check <rill be made ~ith Cemtral Registiy to ascortain the cousc

of delay.

11, CE'TR.L REGISTRY PROCIDURS

a, Outgoing corrcspondence rill be delivered initially to the
Special Distribution Unit if the material is Top Seer.t, or to the Distribution
Unit if the matorial is classificd Secrut or bolow. The Outgoing Clerk of
cach of th.ésc units -oill:

(1) Check the correspondence to sc. that it is preparcd in

25X1A

accordénce vith C.I.G. idministrative Ordcr-

(2) .ssizn CIG Control Number (the 3pecial Distribution and
Distribution Units wrdll receive cach day from the Incoming Unit o
bleck of GIG Conbrol Nmnbgrs to be used in the numbering of sutgsing
matorial).

“(3) issign File Classification Mumber and indicate Cross
Reference., |

(h) Preparc File Card, Form Na. 35—1-:'.ndica'ting in the spaces -
provided for that purpose the followring information:

“(a) cIc Cont;‘ol by .
(b) Sccurity classificaticn assizned the paper
(c)' Source (5i~igin&ting office)
(dj Basic File Classification Mumber ass‘ifv;ncd'papcr ‘ -t

)
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(¢) Date of oubgoing corrospm'.ldonco

(£) MNumber of copics of matorial

(g) Numbur of indorsoments (if indorsomonts arc con-
" cerned |

“(h) Humbor of inclosures dispatehed wwith matorial

(1) Date of dispatch

(3) The fact that the corresvendence is nubzoing

(k) " Copy nmuiber .

(1) Indicats such cross reforences as may he required

o supplonent the basic File Classification mmbor.

(m) Subject as indicated on matorial, and if not in-
dicated thereon, a subject should be preparcd which 1411 un-
mistakably identify the contents,

(n) Addressoe of tho material, In the same box wAll be
‘typed in small lLetters the initials of the purson prepering
the File Card.

(5) Pass outggcaing material teo the Dispatchers of the Special
Distribution Unit and Distri.butim Unit depending upon classification-
of matorial,

b. The Dispatchers of the Special Distribution Unit and
Distributisn Unit will: )
(1)  Romove \Filo Card and Rocord copies
(2} Envelope matorial
. (2)  Indicate on ;bho File Card the courier or reglstry number
under vhich matericl is to be dispatched

" (L) Distributo File Cards as follovs:

(a) ‘Originavl, first carbon, third carbon to Gontral

Rccordé.

(b)  Sccond carboh to Aoffi‘cc- oz‘ystaff Message Center

from hich tHe matcerial wwas roceived,

R
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() If matorial is o trovel in the air »r special dvlivery
poatal channels, il apply neoddd postago

(6) Ir matorinl is classified vill proparc courder or registry
recuipts for dclivcr“j"bo Poat OCffice or Courier

(7) Doliver . Post Office or Couricr

(8) Deliver Record eopics to Contral Reeords.

' INTER-OFFICE 1L.TERLLL

12, Ifeterial to be sent from one office of C.I.G. to anothor /i)l be
transmitted by the Céntral Registry couriers dircctly beticen offices s or by
anthorized pursonnel of the‘ of fice -dispatching the material. There vill be no
channclizing of such moterial through Central Registry for record keeping
purposes. It wrill be the rosmgsibility of the Cffice or Staff HMessage Centers’
to keep adequate records of all inter-ofi‘icé notorial. |

13. The systems of rocording to be used in the Office or Staff Msssage
Centers may be developed to £it the nceds of cach particular office, the only
requircment being thot ot all. times the Office or Staff Hessage Centers can
account for the disposition of all intur-office maturial, bLoth outgoing and
incoming, It is suggested that the proposcd log for outoning meterial could
dlso be used for rogordin‘g inter-office material both incoming and outgoing,

1. The rcsult of much inter-office correspondence is cither a direcctiwve
or order f'or the division, or the production of an outgeing lotter or roport.
In elther case the intor-office correspondence neced not be forarded to
Central Records for file unless such inter-office correspondence contains ix}-
formation of cor:sidérablc value vwhich 17ill supplement the information con-
Itained in the memo for record on outgoing mail, or wwill supplement thé in~
formation in the publislléd cl'irecti‘ve or ordcr. " In ceses where the inter-
office correspondence docs not result in a formal pi‘oduct ‘-:rhich will reach
Central: Pe*ords, the correspondence upon completion will be forwarded to

o -_ Sentral Records only 1f the subjeet matter in the opinion cither of the

originator or the final recipient of the correspondence is of ‘sufficient

-[Q_

syvalue, to. inskdfar.dts awetont i@nmdﬁhmn.mo.fmmﬁ T R e e e T
W
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INCOIING TNTELLIGENCE TNWORILTION, OTHIR TH.I C..PLIS

15, CHNTR.L RIGISTRY PROCEDURE

&o Tho Incoming Unit »f the Contral Roplstry Scction 1411
- (1) Open envelops or sther container of moterial reecived.
(2)  If moturial is roccived under & courdor or rezistry
' muier, tho ontor onvelope on which this nuer spocars will be
- atbached to the material, |
(2) Time stamp materinl
(4) ssirm €.I.G. Control Muber
(5) lssign socurity classification (i.c. TOP SICRIT, Scerct,
.Q:‘.nf:l.dun‘bial, Restricted or Unclassificd) to noterdal which is received
- unclaszificd, and vhich according to C.I.G. policy requires a sceurity
- ~ classificetion.

(6) TPass t» Information Distribution Unit if the motorial is

Secrct er bulow in sceurity clessification and to Speeizl Distribution
Unit if the material is Tap Secrct.
be The Information Jistribution Unit and Speecial NDistribution Unit

1ille
(1) lssimm th report 2 File Classification Number -wrhich is

obtained fron {the File Classificction éonk published v the Central
Rui;is‘(;mr Scetion,
(2) i’r-cpa.rc CIG File Card, Form Mo. 35-2 (sample attached as
T.B D) indicating in the spccss provided for cach purposc:.
-% | (=) CIG Control Mub.r |
(v) Sccurity classification
(¢) Sourcs
(d) File Classification Number

‘(cv) Date of rccoipt

(£) Number of copics

(z) Number of inclosurces

i \"‘.
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(h) Memo of ageney vwhich formmredod matorial 4o C.T.G.
(L) Date of docunont
(J) HNumber assisnod to decwmont by transmitting ageney

(&) Couricr nmumbir op oany other identifying numbor under
which the material vas reeeived |

(1) subjoct with any othorinformation vhich should Do
reeorded for which sp.ces are not provided.

(3) Review the docwnont very bricfly to so¢ if any ageney in

Cel.Ge other than the Offics ~f Reseorch and Ivaluation sheuld receive

a copy of the moterial. For this purpase representatives of t‘hc.-‘ Offica
of Rescarch and Zvaluatinn and thc,-. Office of Collection and Disscaination
will sit in the Inf rmation Distributi-n Unit (if the intelligenee in-
formation wers routed initiclly o Sneciel Distribution, thot unit =411
refer the intelligence inform-~tisn drcwnents to this represcntative for
reviewv), ALft.r rovier the distribution ~hich the material is to rceceive
idthin CoIuG. 17411 be noted iu bhe spice provided for that purpose on
0IG File Card, Form 35-2.

(L) The File card, Forn No, 35-2, vill then be distributed in

the folloving manner:
(2) Orizinal and third and fourth carbon ill be feoryarded
vith the copics of matoricl going to ORE,
(b) First corbm covy w411 be filed in 0IG Contral Number
File in Contrel Ruzistrr.
(¢) Sceand carbon will e Filed in Filins Classificotion
Mwidcr File in Central Resistrr,
(d) Fifth eony-will be filed in MScurce file of Contra
Reodstrr.
(¢} If the distribution »n a docwmont is so wide that the
six copics of File Card, Form Mo. 35-2 ave inadequate, another
serics ".‘.f six copics .:::L'Ll be jﬁropared. |

(5) Preparc for cach recciving office o Cpnﬂs’g.li‘dg_‘gcd‘_gﬂchc:g‘ip;g;,w_wv

awar,

o e "]w
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Forn No, 353 (somple attached as TR B) in throo copius on which i1l
be reeorded elossification, nwib.r »f eaplug, cad CIG Control Mubor,

(6) Fnvolome matordal robransnittel by officor er enlisted
couricy,

(7) m resnonsible for Llnsurdne that al) recedpts are roturned
fron the roeciving Office and Stals Nussage Centors in a reas-nabls
Jungth of time,

(8) 11 recedpts SAll thun be turnud over to Gentral Records
for £iling in permnent recedpt filus. Thess rocoipts 1411 be r.ls:intaihcd
for o parind of i yeers, after shich bime they may be destroyed.

16, OFFICE CR ST..FF :TSS5..G3 CEYNTER PROCEDURE

Upon receipt in the Office or Staff Hessage Center from the Contral
Registry Unit, lMessage Cuntors <rill carry out the following procodures:

a. Check the Comsalidoted Recedpt form te insure thot all pepers
2re aceounted for by a recorded CIG Control Nwib.z It shruld bo borne in mind
thet when @ porsen sisns far o CIG Contrsl Twhov he is not enly sibning for
the document itsclf, but he is accepting the inform-.".tion contained on the File
Card as being correct (i.e, thot the nwibor nf copivs of the paper, inclesures,
ste. as listed on the File Card arc corrcet),

b. Sizn the Consolidated Roceipt Fomm indicating time ond dote of
reeeipt, ond put in tho oub basket for immcdiate return 4o Central Rechrds,
If the Office or Staff Message Conter check reweals that moterinl listed on
the receipt has not been reccimd, or that the File Card is incerrcetly pre-

parcd, Central Reglstry rill be contacted irmediately before o simgle picce

of matericl listed on the reccipt is distributed by the Offiqe cer Staff Message

Center, The Cffice or Staff Mossaze Centervill then abide by whatever ine
structions it reccives from Contral Régistry,

. ¢ . N . . -
C« .ftur the receipt has been signed, the Office or Staff Message

Cunter 1711l deturnine the routine 4 be given that paper,

d, The clerk vill thon cnter the routing on the lessage Centér copy

“of the File Cord, with o notation showing the date »f routing and the inipial e

W

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2




Approvea'ForE Release 2001/07/12 : CIA-RDP81-00728R000100050016-2

N i

of the porgon maldng the routing,

o The File Card will thon boe filed in numurieal soquence by CIG
Contrel Hwivers In the casu of the Office Messaze Conter of the OfTice ~f
Ruswareh end Dvalustion i additinnl eopies of the card are furnished. In
cddltion to the CIG Contrsl Numb.r file, thet office nil) £ile o cmy of
tha Lo by "Souree!; the third emy i1l be attached b the ey of tho dreunent
vhich ds Lorerdod £ the Intellizence Libeawvr (if nn copr is available Ior
dircet routing €0 Librorr thd third cooy will be attached to the r ~u‘t;:d copy
vhich is designated as the Library Pile ¢wy)e Uaon recuiot An the Library »f
ORE this cony »f the Lorm w1l be renoved +hen the basic Intelligence Lircrary
File Classificatin hns beon dotermined £or the ropsrt. This claséific:ztinn

N

will Lo smrdtton over the face of the third ¢y ool the Pile Card and returned

w

through the Office Messaze Conter to Cenbral Roegistry, vhere o notation on

the CIG Contrml Number Card will be made of the ORE classification.

SECTICI V.

OQUTGOING INTELLIGE'CE REPORT3

TIntellizence reports proprred and nublished in Contral Intol lizence Group
w11l be distributed $n the following monner:

17. Offdec :f Collection and Dissorination will furnish the Spocial
Fistribution Unit »r the Distribu‘bim nit a disscwination order covering the
dissoeninntion of cach C.I,G. nublication,

15 Lfterpublication all eoples of the revort will be forwarded to
Special Distribution Tait or Distribution Unit, depending won the classifi-
cation of the report, where distribution iwill be made cutematically aceording
’cn the disscmination orders.

E(‘? THE DIRICTCR OF CINTR.LL INTELLIGENOE:

o : 25X1A

RRITE Colonel, GC.
. Zxccutive for Tersonncl |
ond Ldministrotion | ,

\)
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Con’rol No, Cec Cl = Source ‘ s File ClhsBification ©
Date of Mat No, Ce RNo. Inds To, Incls Dair Rec/Disvatch

In, Out Cpy. No. Reply Date Courier No..

Subject

Form No., 35-1 Sep* 1946

Original- File Classification Card File Routing

| 1st Copy~ Central Registry Control No, File

Z2nd Copy- Office lcssage Center Confrol No. File

ird Copy- Cen*ral Registry Source File _ o

4th Cepy~ To Accompany Paner

(The actual size of the above form is 3" x 5")

File Card, Form No, 35-1

T#B A"

s
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CON=OLIDATHD RECEIFT e e
Fo = of nieces

TO:

P Class lo. Conics  Con*rol No, Clage No. Copiesr  Control MO, |
oronature
Tine ' Date

; Form Fo. 35-3
; | Sept. 19/6

("he ..c*val size of the ahove “orm ig 5% x &)
}, ~ COWCOLID®TED RFCETPT WORY. MO. 35-3
;
i
|

T itgit
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Address

Subject

Hemarks
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1
\Control No. Sec Clas Source ‘ o ‘ Filé Class No,

= Lis'ribu’ion in
Late Rec, No, Ce, No, Incls. Transmi*ting Agency OrE

O an
Dist, in CIG| [_JwF/A
et
[T
| _ CEq
» ‘ Subject,

. {Torm No, 35-2 Sept 104¢ ~ ‘[ other
lUTiginal = For ORE Files
iist Copy - Cen‘ral Registry Control No. File
i«nd Gopy - Central Registry File Classif cation No. File
L&rd Copy - For ORE Files

‘ {4 Copy - For ORE Files
! , i"th Copy - Central Regis*ry “Source” File

Date of Doc, Agency To. __Courier Number

(The ac*ual size of the above form is 3" x 5")

File Card, Form No, 35-2

TAB DM
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" CENTRAL INTELLIGENCE GROYF ACKNCY

STAT|NTL Vashington, D, C. |\ o
 STATINTL  INSTRUCTION

Wb

SUBJECT: Use of CIG Inter~Office Chain Envelope

| \ ADRINISIRAY 23 June 1947

LFTECTIVE UNTIL CANCELLED OR S‘UPERSEDED
1, GENERAL

ae  When Used
m

; Effective 1 July 1947, the offices of CIG will use the

| a official CIG inter~office chaln envelope for the transmittal of
documents below TOP SECRET in classification and which are traveling
within the CIG Messenger and Courier Systems _to other offices of

" CIG. Under no circumstances will the envelope be used for the trans—

| : mittal of TOP SECRET documents, Documents will not be transmitted

outside CIG in the inter-office chain envelope,

b. Stocking of Inter~0ffice Chain invelopes

: . Each Office Message Center, nnd designated pick-up and
| STATINTL delivery points within Offices which are’ located in buildings

B separated from the Office ilessage Center, will be supplied by
Central Records with the number of inter-office chain envelopes
needed to begin operation, Requests for such envelopes and the

‘ : ‘ number needed should be teferred to -on extension /
! 719 or 720 before Friday, 27 June 1947, , \

; ce Delivery of lail to Office iessage Center

: : A1l mall delivered to an Office ilessage Center by CIG Regular
i o Couriers will be contained in CIG inter~office chain envelopes, The
respongible individual in ‘the Office llessage Center will detach the
receipt (CIG Form 35-16) from the inter-office chain envelope, aclknowle-
edge receipt by signing Form 35-16 » dnd give signed receipt to the

Courier,
] 2¢ DISPATCHING OF CIG DOCULENTS IN INTER-OFFICE‘/CHAIN ENVELOPES
;STATINTL ae Add;tional Ulrapping Not Necessary i
‘ST AéIE'INTL‘ , The Office ilessage Center will dispatich by Courier all out-

going inter-office mail (and that intra-office mail which is destined L~
for a segment of an office housed in a separate building) in CIG ‘
inter-office chain envelopes without additional vrappings A separate

| INTEGRATED WITH oI¢ viio [N AND CTG ADIIN. ORDER B . > qovisERd
T0 C.T.A. abuInIsTrarIvE TrstrucTIoN [N
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inter-office chain envelope will be prepared for each Office Message
Center to which materials are being sent,

bs Preparation of Face of Envelope

It is essential that the columns appearing on the inter-office
chain envelope be filled in completely, and that the office designation
always be indicated, If it is the desire of the sender to dispatch the
document to a specific individual, the individual's name may be noted
in parentheses after the office designation; for example:

TROL: och TO: ORE (Attn: 1, Blanlk)

In all instances, room number, when known, and building vwill Ve
indicated in the proper colum, The CIG inter-office chain envelope
will not be thrown away until all spaces have been used » or until ‘the
envelope is completely worn out. If an Office lessage Center accu-
mulates a stock of envelopes which exceeds its needs s the surplus
will be returned to the Cowrier serving the Office. :

Ce Ilall Transmitted Outside CIG

12il to be transmitted outside CIG will be prepared at the
Office llessage Center for ultimate transmittals This will include
packaging in the manner prescribed by the Security Fegulations (e ga,
double envelopes vhen the security classification it SECRET or CONFI-
DENTIAL), and will also include preparation of appropriate transmittal
instructions (es. g., postage slip Form 35-11 or courier receipt)s. The
outgoing log number assigned the mail by the Office lMessage Center will
be placed in the upper left~hand corner of the transmittal envelope,
The Central Files copy of the correspondence will be clipped to the
back of the envelope, This mail will then be transmitted to the
Central liail Room in an inter-office chain envelope addressed to the
Central iail Room for dispateh outside of CIG through appropriate
Courier or mail channels,

ds Transmitting COWFIDIWTIAL or SECRET Documents

‘ The CIG inter-office chain envelope, when used to transmit
[ STATINTL CONFIDENTIAL or SECRET documents, will be sealed with one CIG gummed

label and the initial of the sealer will be entered in an appropriate
place on the seals These seals may also be obtained from&
Under no circumstances should.scotch tape be used to seal the inter-
office chain envelopec,

es Transmitting Unclassified or Restricted Documents

The CXG inter-office chain envelope, when used to transmit
only unclassified or Restricted matcrial, need not be sealed in any
'manner, but the onvelope flap should be pushed inside,

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2
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. . = 3 -
Te Inter-0ffice Chain Envelope Numbering_System

Each Office llessage Center and each designated pick-up and
delivery point within an office will initiate its own numbering series
for the inter-office chain envelopes. This number will consist of the °
month expressed in number and the next unussed consecutive number; e, gZey
if the first envelope is dispatched in June; the number would be 6-1; °
if the tenth envelope is dispatched in July, the number wotuld be 7-10,
Since the second number is the identifying envelope number, it would
continue in numerical sequence until the end of the calendar year.
Thus, if 320 envelopes have been dispatched as of December 31, the
last one would be numbered 12-320, At the begirnming of the next
calendar year, a new series would be initiated, the first envelope
in Januvary of the next year being numbered 1-1, This office envelope
number will be placed in the office of dispatch column, before the
name in the "From" column, The number appearing on the envelope will
also appear on the receipt attached to the envelope. TRecelpts for
the envelope will then be prepared in CIG receipt book (CIG Form 35-16)
in duplicates Form 35-16 is in triplicate; however, only two copies
are to be used and colors may be disregarded, The original copy of
the receipt will be stapled to the envelopee The Office will retain
the carbon copy of the receipte This copy will be signed by the
Courier who picks up the document, The number appearing on the
receipt and the inter-office chain envelope will be noted in the office
log opposite the individual papers transmitted in the inter-office
chain envelope, This will provide a record of the documents in any
one envelope,

gs Dulky Documents (Classified)

Classificd documents which, because of bulk, cannot be pub in
the inter-office chain envelope, will be wrapped in a satisfactory
manner, taped with CIG gummed seals, and forwarded in exactly the
same manner as an inter~office chain envelopes

. 3s OPERATION OF COURIER AND IESSENGER SYSTELL

a, Courler Pick-Up and Delivery

The system will operate in the following manner: The inter-
office chain cnvelope, after being signed for by the Courier on carbon
copy of receipt Form: 35-16, will be delivered to the appropriate
Office liessage Center by Courier. The Office liessage Center receiving
the inter-office chain envelope will sign the original copy of receip'b
Form 35-~16 and return receipt to the Couriocr. The Contral lail Room
vill maintain a £ile of all complcted receipts for location purposess.

be liessenger Pick-Up and Delivery

‘Contral Rocords will provide the Office iessage Centers with
pick-up and delivery messenger service from and to appropriate points

ha
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within the office which are located in the same building as the Office

lessage Center, Pick-up and delivery from parts of offices located in

! j  different buildings will be made by Courier as indicated in paragraph
; 2a above,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

i

STATINTL

Y LiXecutive Lor rerso
and Administration -

ATTACHMINTS:  None

DISTRIBUTION: A
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ILLEGIB' -

 RESTRICTED

SENTRAL INTELLIGENCE ARl ncinicy
o “lashington, D. C. |

j ADKINIS!
25X1A INSTRUC

I April 1947

SURJECT: Activation of Spocial Distribution Unit, Central
Records Section

ETECTIVE UNTIL 30 JUHE 1947 UNLESS SOONIR RESCINDED

25X1A 1. Supplementing; instructions centained in CIG Administrative

Order ssued 30 September 1946, CIG activities are
advised ag lollows:

(a)  ‘the Special Distributien Unit, Central
Records Scction, has been activated and is
located in Room 303, South Building,
2L30 E Street, N. .

(b)  The function of this unit is the handling of
all Top Secrct material received or dispatched
by CIG, and it iz essential that all such
material be processud and controlled by this
unit, cxcept as provided in the Top Secret
Control Procodure as contained in the CIG

Sceurity Regulations,
25X1A

FOR THE DIRECTOR OF CENTRAL IiTELLIGENCE:

5 ' Personne
25X1A . ond Adninistration

INTEGRATED WITH C.I.G. HENO LO.
and  RENULIBERED T0 C.I.A.

ATTACHIENTS:  lone

DISTRIBUTION: ..

| : RESTRICTED

(s43) o S

| EFFECTIVE 30 JUNE 1947 CIG MENORAUDA %ILL REUATN IN WORCE UNTIL GANCELLED OR
i SUPERSLDED

i
&

b
E,
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20 Siotamr 1944

IV et e
e JT‘TAI\.l_u! ).
DY

e onas o

TENTATIVI C,T1,G. ADLINISTRATIVI PROCIDURM o 113
HelDLLG OF TCOTTHG 73D OUTGOLNG VRITTE | 00 V1T TI00S SKCrPT CalLas

v

Effcetive 1 October 1946 the procedure outlined bilew - ill be Hut into
effeet on a tenttive and trial basis in order to develop a satisfactory
C.I.G. vystem for the handling of vritten communications, except cables. The
procedure for handling cables 1411 Lo tho subjcct of a latcr administrative

order. || :: :oioi1.d, in addition to his obher

dutics, as & speeiel renrescntative of the Exeentive to the Dircctor for
the purpose of Supervising and »lacing into cffoet tho systen outlined below,
He is authorizedvto nalzz such .changos in tho tentative systonm as neyr Lo
nceessary fromk time to time until a final systen is developed. Tt is
i‘ua.lizod that the tentative system vill have defocts that must be corrceted.
A1l concerned must bear in mind that the ovjectives of this adninistrative
procedure are to provide security for uritten communications, to crmedite
the flow of matirial an.d' the handling of C,I.G. busincss » and to cxpedite
the flovr of incoming intelligence information to the Cffice of Rosearch
and Evaluatién.

SECTIeN I -

GINTRAL

‘ csslte
1. CEMIRAL BIGISTRE SECTION

The Central Registry, a scetion under the Communications NDivision
of tho Personnel and A finistration Branch, ©41l have the follouing orrani-
zational units:

Incoming Unit

te

Souciol Distribution Unit

o

10
.

Distribution Unit

Contral Records Unit

i

1=

Information Distriwution Unit e

te 200
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The Central Rusistey W1l roecive and dispateh all incoming and out-
sodng natorial. for C.LuGy, cueunt cabloss w41l clas: sifir for readr reforonce
Lor £iling all inconi ng “nd outxoins rmt"rial willradntain £iles on oll
matorial , oseont intzllizence information; and --41] nrovide officer and on
listed couricr sorvice Lor CLI.LG,

2+ UIIFOR:. FII FILING SUSTII

The Contral Roglstry Suetion, Communications Division, P.rsonncl
and Administration Branch, -rill ustablish o uniform filing system for the in-
formation 2nd suidance of all offices of C.I.G, in the filing of xﬁ:turial
other than cables and intellizence informmation, The Central Registry Scetion
w11l publish and distributs the procedures for the cstablishmont of such o

system to be called the 1C.I.G. File Closs sification Systom.

3+ OFFICI 0D STAIF :ISSAGE CENTERs
Each office of C,I.G. and eppropriate oo T branches and divisiens
i1l meintain Messane Conturs, The orgzanization and functisning of these

missege Conturs 411 bo undur the dircction of Assistant Dircctors Lor their

54

offices and of hoads of appropriate stall cchelons,

Lo IE3STGIR D CUUIRS

The Cunbral Reodstrr Section 111l nrovide socure conriers for the

hondling of emamnications and other papcrs betucon the Office and S‘baff
llessage Cunt.rs, ond Sct‘.:w:n C.I.G. and certain outside ageneics,  The
Gentral Registry w1l inform all concerned of the schedules on vhich thosc
couricrs opurete. The develonment of the systom for the delivery of popors
-Athin the officos’ and staff ‘echclons of 0.I.G. is 1\,ft to the discrution of
office and staff huads concurned,

5. C.I.G. IDDRESS

Incoming matorial for the Centrel Intellizence Groun 11l be '

addressed as follows:

. Contral Intellizence Group
Nome of activits

25X1A
Hashington 25, D. C, : A »

-2
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Corrugnondonts of the various activiti.u of C.I.G. should 5o advised to use

this address for forvarding both classificd and unclassificd material,

SUCITON II

W g

LICOUTHG IIATERTLL, OTHIR THLN IMTELLIGEYCE INFORILTION 47D CADLE
&, CE,’-.’TH_".L‘ REGISTRY PROCIDYRE
4. The Indoming Unit of tho Cuntral Rezistry Scetion -rill:
N (L) Open envelope or othor container of material reesived.

(2) if matorial do rocaived under o courisr or reeistrr
number, the outer snvelope on vhich this nuihur anpuars -1l bl ntteched
to the eorrigrondonce,

(3) Tim. stamp material,

(h) Assign €.I.G, Control Humb.r,

(5) issizn suouritr classification (i.e. TCP SICRAT, Seerst,
Confidential, Rostricted or Unclagsificd), to matorial which is roeccived
unclassificd, and <:hich ;'f.ccording te C.I.G, »olicy requircs a sucurity
clasgificatinn,

(6) Route matorial to Spocial Distribution Unit if the clacsi-
fication of the maturial is Ten S.erct or fo the Distribution Unit if
the sccurity classification is Scervt, Confidintial, Rostrictéd, or
Unclaszificd.

b, The nrocodurcs of the Spocinl Distribution Unit and Distributinn
Unit ¢» not differ substantially, thoirbuparation Peing for the purpnse of
insuring sceurc hondling and transmission of Ton Beerct,  They wrili:
| (1) issisn a Filc Classification Mum-r ~hich is obtained from
th;; File Classification Book pulished by the Central Registrr Scetion.
' (2) Prepare 0.1.G. File Oard, Form No. 35-1 (sample attachod
" as TR L) in five copics (original - vhite; first carbon - bluc; sccond
) carbon - salmon; third ccrbon - groun; fourth garbcli ~ yollow) indicating
in the spaces prov‘idc‘vd for cach purposc:
) (&) CIG Control Numbcr
; (h)  Abovs "Sx:cﬁrit3' Cidssification'f type the sceurity
3
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classification assizned the napur

(e) Bource of matoriel

=

(d) The basic File Claguification Mum.r ~hich hag

3

beon ageigned the penur

(u) Dats of mat.rial (in cas. of o filu or geries of

[
indorsuments the dete recorded +411 bo that of the mosgt rocent
v pap.r or indorscment)

(£) Mumbor of comics of material

(3) Nuwbor of indorsurcnts (if indorsements ar. con-
cerned)

(h) Mhwb.r of inclosurcs formrd.d =-ith tho metorial

(L) Dote of roceint of material accordine to time ste )

(i) Thot material is incerdng

() Cony numb.r

» 1) Doterine from corr.syondence vhether o renly is
cxoseted or required, end if so, indicate in appronriats space
the date on vhich & renlr is duo » alloving in 21l instoncos a
reasonable time,

“(m) Couricr, registry numbir or any other identifying
muabr under vhich the metericl vas récr,iwd

(n) Zbove WCross Refurcnce! indicote such cross roforence

85 may be required to supplemont the basic File Classification

.

Mumbor

(o (o) The subjcct as indicated en material, and if not
indicated thercon, a subject should be prepared <hich vill un~
nistalzably identify the contents.

(p) The officz of C.I.G. to. which the mateorial is 4o bo

routed. In the same box will e typad in small lettors the

} initials of the purson making +the reuting. If the nerson prée-~
Ll ‘ paring the form did not indicate tho routing his initial 7ill
i . .
&

pocar after a diaronal mark after the initial of ‘the router.

=i

oo,
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(3) ifter proparation of thu CIG FPilc Card, Form lo. 35-;1,
the follering disposition will bu made of each copy of thoe Lorm:
Gl (&) Orizinal to e :t‘ifL:d by Contral Rogistry under Pl
Cl:.;::ﬁ ifj. cation Mumhor,

(b)) First carbon will bo filed by Central Rugistrr undor |
OIG Control umber,

(e) Fourth carbon -rill be atbached to naper by staplos
and 711 not be 1\32!10\(11(1 until the waper has been returncd to
Central Records.,

(d) 8ueond carbon w41l be attachud by paper clips to
the papor, to by widthdravm by the Office or Staff llissage
Center for file in their filu records.

(c) Third corbon will Lo filod by Cuntrel Rupistry
undor "Source.!!

(4) Preparc for cuch receiving offlce 2 Consolidated Receipt,
Form o, 35-3 (semple attoched as TAB B) in three cosics on +hich i1l
be record:d classification, nwiier of casics and CIG Control Number.

(5) Znvelons maturial for officer or enlisted couricr trans—
mittal cccording to cstablished €.I1,G. procodurc,

(6) Be resnmonsible for insuring thot all rcecipts ere roturnsd
from the receiving Office or Staff Liussage Cunters in o reasonctle
length of time.

(7) Turn over all rcceipts te Central Records Unit for filing
in permenent receipt filus. Thoese I'cccip‘ts w11 be maintained for a

poriod of two years, after vhich time they moy be destroyed,

7.7 OFFICE 4D ST.LFF IESS.iGE CENTER PROCERURE

fa

In cach Cffice or Staff Mossage Center the Tep Scorcet Control Gfficer
A1l have dosignated specific clerks to handle Top Sucret and othor criticeol

naterial, Udon roceipt of material in the Office or Staff liessage Centor from

P the Central Registry Scetion, illussage Centers -ill carry out the following

procodures :
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&« Chuek the Congolidated Ruceint FPorn to insurc bthat all napers
8re accounted for by o recorded CTG Control Mumbor. Tt sheuld bo borme in
m.nd that hon a Dur"mn signs for a CIG Control Mwwber he ig not only sion-
ing for the documont itscelf, but he is accepting the informatien contained
on the File Card as being correet (L.c. that tho numbw of cepies of the
paper, inclosures, ctc. as listed on the F.ilq Card are corrcct),

b, Simn the Consolidctud Recelpt Form indicating time and date of
rocoipt, and mut in the out basket for Lrmediato wturn to Centrel Records,
Ii‘ the Office or Staff M :55a5e Cuntur check rcv-alu that mat.rial listed
on the receipt hos not been received, or that the Fils Cord is incerrcetly
prepared, Contral Registry will be contocted Immediately before the moterial
listed on the receipt is distributcd by the Office or Staff Message Center.
The Coentral Resistry Seetion +:ill i medictely take action toraks nsces sary
corrcctions.

C. Lftur the receipt has boeen Sirnnd the Office or Steff lessaze
Center 11l dotormine the routing to be given that naper and will then cnter
the routing on the lessage Center Cony of the File C.:rcl, with a notation
showing the date rf mwuting and the initial of the person making the routing.

d. The File Card will then be filed in numerical sequence by CIG
Control Mumber, cxeopt that if a date has boon indicated by vhich time a
reply mus,'"b be prepared, the File ‘C‘ard w11l be filcd by duc dete of reply in

& suspensce file, The Office sr Staff Message Center in that casc -dll pre-~

parc on a blank cerd of any typs a note that a ccrte.in CIG Control Mumber is

filed under a cortain suspense date. When 'bhc anstier has been prep arcd and.
for 1rd:.d te Central Registry for dispatch the temporary card in th\, numcrlcul
file w411 be destroyed and replaced by the File Cerd .rhlch has becn removed
from tho suspcnsc file,

@, If the 0ffice or Staff If.osage CCnt\.r decides t"nt the paper .

1as erroncously routed to that office or staff cchelon, the paper writh the

office cooy of the File C rd 111 ba r\,turm,d to Cantral Rc'f:..,trv vith a

L -
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note requusting the remsval of that CIG Control Mumb.r from the receipt form
already acenmplishud, and 2 statonent cxplaining why it has boun roturnud
ith a sussoeted routing if 2nsgible,

8. RECIPITZNT IS PROCEDUNT

The procedure to be follod in the routing, recording and filing
of papers within an office or staff echelon 7411 be det.mined by the chiofs

of thoso offices,

SECTION TIT

L i aphavhed

QUTHOING IL.TERL L, OTHIR TH.I INTILIIGETCE REPORTS

9.  CRIGII..T ING CFFICE PRCCEDURE

a. 41l corresnondonce prepared for dispatch from C.I.G. will be

. , . ) 25X1A
‘preparcd in aceordance wwith ¢L,I.G, Ldministrative Ordcr- dated 26
susust 1946, or any subscquent ord.r which ruscinds or amplifics dministrative

b, COriginating officas +rill insurc that in all cascs a momo for

25X1A

record ill acewmwpany the Ccnfrél Records copics of the papers to be dis-
patched giving coamplote backzround information.

&« The procedure for the recording and tmnsmittal of outgoing
material from the originating‘officc to the Cffice or Staff llessare Center
is ‘1gft to the discretion of the Assistant Dircctors and the chiofls of the

staff cchelons,

10. CFFIOE. CR ST.FF }MESS.CGE C'TIR PﬁOCEDURE
<

2e Office or Staff Mossage Center wrill check to soo that an
adequate number of copies have been furnished by the origincting office , as
well As to insurc tho adcquacy of the memo for record,

b. O0ffice or Staff Mossaze Center +:ill preparc receipts and
vnvelopes for all material for vhich they arc required, .

- C. The Cffice or Staff lessage Center w+ill enter information re-

sarding the paper on the daily log of outgoing matort al (sugrested sample
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attached ag T.B C; Office end 3tall Missase Conturs miy wWse 2 variation of
this form as lon; as all information shvm on. the .ﬁampL farm is gjivcﬁ on
the substitute form), end forvard the paper to the Central Registry.
de Aftor the Cuntral Ruglstry has comploted its pr'occssing (to

b duscribgd in poragraph 11 bolow) the Office or Staff Missage Conter iAill
rucuiw & copy of the File Card to b placed in their numericul GIG Control
Tuber £ile.,  Unen fcccipt of this Filé Card the rccord on the daily log of
bho‘ Officce nr Stoff I.T:;ssa:ju ant.;r' '.r.‘Llll bo lined through. IF o File Card
hags not boun roceived in the Office »r Staff Mussage Center within tronty-
four hours a chock 411 bo made +iith Central Rogistry to ascertain the causc
of -d.elay;

11, CETTR.L RUGISTRY PROCIDURZ

‘E_.L‘.‘ Outgoing corréspondcncu WilL be delivered initially to the
Spcciai Distribution Unit if the material is Ten Soér.,t, er to the Distribution
Unit if the materiel is classificd Seervt or bolow, Tho Qutgoing Clerk of
cach of these units wwill:
(1) Check the corresnondence to se. that it is prepared in

accordance 1ith C.I.G. sdministrative 'Ordex-

(2) issign CIG Control Numbir (tho Specindl Distribution and

- 25X1A

* Distribution Units +1ill receive cach day from the Incoming Unit o
bloclz of CIG Control Nmnbcrs to be used in the numbering of r:autgaing
mat.rial),

“{3) issign Pile Classification Numbir and indicate Cross

Refercnce.

(L) Preparc Filo‘Céer, Form Mo, 35-l-indicating in tho spaces
vrovided fﬁz‘ that puriaose the folloiring information:
(2) CIG Control Thmbor . .
(b), Security classification qssignod the poper
() Source (Qz'i(;in:;ting‘officcj

(d) Basic File Classification IMumbor assigndd paper

-3-
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(v) Dato of oubtgoing corrogpondence
- (£) Mwaber oflcopies of muturial
A ‘ (g) lMumbur of indorsements (if indorsements are cone
corned
(h) Numhor of inclosurcs dispatchod with matorial

(1) Date of dispateh

(3) The fact that the corresmondence is outraing

(k) Copy number

(L) Indicat: such cross reforences as may be required
to supplement the basic File Classification mmider.

(m)- Subjoet as indicated on material, and if not in-
dicated thorcon,‘ a subject should be prepared '.fhiCﬁ,'x.‘i.’Ll un~
mistakably identify the contents,.

(n) iddressce of the material., In the same box will be
typed in small letters the initials of the person priparing
the File Card, |
(5) TPass oubgeing matorial to the Dispatchors of the Spacial

Distribution Unit oad Distribution Unit depending upor; clossificotion
of matorial, ‘ i
b, -The Dispatchors of the Special Distribubion Unit ond
Distribution Unit will:
(1) Romove File Card and Record copics

(2) Envelope material

(3) Indicate on the File Card the cowricr or registry numbor

under vhich ma’berial is to be dispaﬁchcd ,
() .Eistribu‘bo F.:'g.lc Cards as follois:
(a) :Ori'gin‘al s first carbon, third carbon to Central ‘
‘Records. |

(b) Sccond carbon to Ufficc or Staff Messagze Center

from which the material was roceived,

-9~
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(8) If metorial is to trevol in tho air »r spocial do].i»"umr
postal channels, will apply nceded postage

(6) TIf material is classificd 1ill Propars courier or rogistry
recelpts for delivery to Post Office or Couricr

(7) Deliver to Post Oi‘ficé or Couricr

(8) Doliver Record eonios to Contral Records.

INTER-OFFICE 1U.TERL.LL
12, Heterial to be s‘cn‘o from one office of C,I,G. to another 3ill be
transmittod by the Central Registry couriers dircetly betiecn offices, or by
anthorized personncl of the office disp;ltching the matorial., There will be no

channelizing of such material through Central Registry for recerd keeping

purposcs. It wdll be the responsibility of the Cffice or Staff Message Centers

to keep adequate records of 21l inter-office motorial.

13+ The systems of rccording te be used in the Office or Staff licssage
Centers may be deweloped to £it the neceds of cach particular office, the only
" requircment being that ot 2ll times the Office or Staff Message Centers can
account for the disposition of all intor-office naterial, both outpoing and
incoming. It is suggested that the proposed log for outroing material could
also be used for recording inter-office materisl both incoming and outgoing,

1. The rcsult of much inter-office correspondence is either o dircctive
or ofdcr for the division, or the production of an nutgeing lotter or fapor’o.
In ei’o}'iel* case the inter~office correspondence nced not be forvarded to
Central Records for file wnless such inter-office correspondence contains in-
formation of considerable value vwhich will supplement the information con-
toined in the memo for record on outgoing mail, or +rill supplemént the in~
formation in the published directive or order. Dl cases here the inter- -
office corroépondencc docs not result in a formal product '-:;hicﬁ‘r:ill reach
Sentral r,q"ords N the correspondence upon completion will be féiwardcd to
- Gentral Records onlyvi‘f the subject m;ttcr ’in‘ the' opinion cither of the
orii;inator .or the finel recipiont of the corréspondenc'e is of svui’fic.ienﬁ 7

value to justify its rotention in permancnt files,

=16~
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S36TION 1V

LNCONING INTELLIGENCE INFORM.ITON, OTHIR TH.Y C..PLIS

15, CENTR.L RIGISTRY PROCEDURE

|
i
|
|
!
&+ The Incoming Unit of the Central Rozistry Scetion ‘z:illi
(1) Open cuvelope or nther container of meterial reezived,
(2)  If moterial is reccived under & couricr or rezistry
L N ' nmnber, the outer cnvelape on <which this number appears vill be
attached to the material, |
(3) Time stamp material
(L) ssizn C.I.G. Control I\I@tx‘aor
(5) issign scourity classification (i.cs TOP S3ICRIT, Scerot,
Cmlidential, Restricted or Unélassified) to material <shich ‘is received
i i unclessified, and which according to C.I.G. policy requires a sceurity
l o ‘ classification,
(6) Puss to Information Distribution Unit if the moterial is
Secrot or below in security classificetion and to Specizl Distribubion
L Unit if the material is Top Secrot.
1 ' . b. The Information Distribution Unit end Special Distribution Unit

1ills .
(1) fssign the report a File Classification Nurber which is

obtained from the File Classification Benk published bv the Central
Negistry Scetion,

B (2) Proparc CIG File Card, Form Nn. 35-2 (sample attached as
T.3 D) indicating in the spzces provided for cach DUTrPASE

(2) CIG Control Mumbor

(b)  Scowrity classification

(¢) Scurce

(d) File Classificatisn Number
(¢) Date of receipt | |

(f) Number of copics .

- , : (z) Number of inclosures -

s
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(hj Noamo of 2roney vhich forarded material to ClI.G,
(1) Date of docwnunt
(3) MNumber assigmed to documont by transmitting agency
(Iz) Courior number or any other idenﬁii‘;ving; numbor under
vhich the material vas rccu;ivcd
(1) subject wwilth any otherinformation vhich should bo
recorded for which spuess are not provided.
(3) Roviwr the document vefy briefly to scu if any. ageney in
CeI.G. other ’ohan}tho Offico ~f Rescarch and Zvaluation should recelve
a copy o,f. the material, Foar this purpsse represcentoatives of the Office
of Rescarch and Dvaluation and the O0ffice of Collcctinn and Disscmination
i1l sit in the Infrrmation Distribution Unit (if the intcelligence in-
formation vers routed initiclly t~ Spocicl Distribution, that unit will
rofer the intelligence informntion documentds to this represcntative for
roview). Aft.r review the distridbution vhich the material is te rccoivc\
wiithin C.I.G. 141l be noted in the space provided for fhat PUIp 08¢ on
CIG File Card, Form 35-2.
(i) The File Cerd, Form No. 35-2, will then be distributed in
the follovring manner:
(&) Orizinzl end third and f£aurth earbon rill be forardcd
with the copics of matericd zoing to ORE.
(h) First carbom copy «will be filed in $IG Contrel Number
Fils in Zontrel Roslstreyr,
{e) Scénnd carbon will bo filed in Filinz Classificntion
Nunser File in Central Rezistrr.
(d) Fifth copy 2rill bu f£iled in “Sourcai| filec of Ccntra
Rc‘:g‘i‘.stry.
(¢} If the distributisn »n a document is so wide that the
six copics of File Card, Form No. 35-2 are inadequate, anothor
scrius‘ of six copies 1111 be preparcd,

(5) Preparc for cach receiving office a Consolidated Receipt,
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Fora Noy 35=3 (smmple ottached as B BY) in throo copius on vhich 111
be reeorded elassification, nwihor af eaplos, and CIG Control. Munber,
| (6) Tnvslone materdal £ov transnitbal by afficer or onlisted
eouric,
(7) Do resmonsible Forp insuring that all roceipts are returned
Lron the roesilving OfCice and 3talt Mussane Centers in a reas-nably
- lunsth of time,
(8) 411 rcceipts ALl thun be turncd over bo Central Neenrds
for filing in pormanent receipt filos. Thesc rsctipts 111l be meintoined

for a nperiod ~f e years, aftor sihich time they may be degtrayed,
= 2 v o

16.  OFFICE OR ST.FF :TSS.GZ CENTER PROCIEDURE
Upon receipt in the Office or Staff lessage Center frem the Contral
Registry Unit, lessaze Cunters i1l carvy outb the following procedurcs:
a. Chock the Consolidated Ruceipt form to insure that all papers
are accounted for by a recorded CIG Control Numb.z - Tt shruld be borne in mind
that when o perg:n simns for o CIG Contral MNwbor he is aot enly sipning; for
the dycument itsclf, but he is aceepting the information contained ~n the Filo
Card as being enrrect (i.e, thot the mubor »f eopies of the paper, inclosurcs 3
ste. as Vlistcd on the File Card arc corrcct),
L. Sign the Consolidated Recelpt Fom indicating time ond dote of
recodpt, ond pub in the out basket £27 Lmodiate reﬁurn 1 Gcntrﬂ Reeords,
If the Offié\: or Steff lessage Conter check reveals that material listed on
the receipt has not been received, or that the File Card is incerrectly preo-
: N parcd, Qentral Registry i1l Lo eontacted immediately bofore o siggle picee
of materiel listed on the rcecipt ié distributed by the Office or Staff Message
Center., The Cffice or Staff Messase Centermrill then abide by vhatever in-
structions it’receives from Central Registry.,
¢. after the receipt has been signed, tho Offico or Staff Message
fenter i1l detemine the routing tq be given that paper,
d. T]j‘c clork rill then enter the routing on the lMussage Center copy

of the File Cord, writh o notation showing the date »f routing and the initial

13
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of the person malkding the roubing,

. e The Pile Card ~rild then Lo filed in nunericdl soquonce by CIG
Control Haberi  In the case of the Office Messoze C.nter #f the Offi‘Cu L
Resuarch and Dvalurtion tim additisnal coples of the eard arce furnished. In
additiom to the CIC Contrsl Mumb.r £ile s that office 2idl) £ile one cony of
v't.hc frarm by "Srurce"; the third emy i1l be atteched to the ey of the drounent
which ds Corvarded t the Intollizence Librars (4f n» copy is avadlable for
dircet roubing t0 Library the third ceomy il bo atfachod Lo the routed copy
vhich 1s desirnated as the Library Tile ¢ »y), Uswn recuipt in the Library »f
ORE this comy of the Comn will be renoved vhon 1;11(; basic Intellirence Library
FMile Classification hos been dotormined £-r the r\ﬁmrt. This classification
will be urdtten over the face »f the third ey of the File Card and returned
through the Offiece Mussase Conter to Central Roglstry, vhere o notation on

the CIG Sontrml Numbor Card will be mado of the ORE classification.

SECTICN V.

QUTGOING INTSLLIGEICE REPORTS

Intillizence resarts prepored and published in Contrel Intol lizenee Group
will be distributed in the followriny manner:

17. Office sf Collection and Disseriinatisn will furnish the Special

Pistribution Unit »r the Distribution Unit a disscainetion order covering the

dissininction of cach C.I.G. publication,
18, ifterpublicstinn all crpies of the reprt will be forvarded to
Speeial Distribution Thit or Distributi-n Unit, depending wnon the classifi-

cation of the report, where distributicn will be made automatically aceording

B the disseminction orders,

-

FOR THT DIRICTCR OF CINTR.L INTELLIGINCE: .

F;

25X1A
Colonel, C.C

Zxcenbive for Torsonncl
ond Administrotion
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N Con*rol No, Cec C1  Sowrce JFile Classification’;
Date of Mat No, Cc  No. Inds Wo. Incls Dair Rec/Disvatch
In, Out Cpy. No., Reply Date . Courier No, ‘
| Subject
Form No. 35-1 Sep* 1946 ‘
: Original- File Classification Card File Routing
lst Copy- Central Registry Control No, File
; <nd Copy- Office Nessage Centfer Con‘rol No. File
: 3rd Copy- Central Registry Source File
4th Cepy- To Accompany Paner
;‘ (The actual size of the above form is 3" x 5M)
: File Card, Form No. 35-1
-
: T4B MAM
‘(-
()
P -
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CON::OLTDATID [RCEIFT

o of nieces

" No. Copier Control NO,

weomature

TO:
Glass Mo, Conies  Con*rol No. Clage
Time

Form To. 34-3
Sept. 19/6

e

HY. of -
("he ..c*val size of the above “orm ig 5% x &)

CCOIEOLID"TED RFCET™T  "OR'. MO. 35-3

T_lB ilBii
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“n
Ly
‘ ontrol No. Sec Clas Source e File Class N
: r "ile Class No.
|,at'te Rec, MNo. Ce, No, Incls, Transmit+ing Agency e ré}!?g'ion i
4. ’ . l l
Date of Doc. ZAgency To, Courier Number AM
Dist. in CIG| [ Jwr/a
e
[T
re
Subject, *
Form No, 35-2 Sept 104¢ /M
’yri.glnal = For ORE Files | other
+st Copy - Cen*ral Registr i
| try Control No, File .
<«bd Uopy ~ Central Registr File Classif’ i
T o e Fiis Y assif cation No. File
»'h Copy = For ORE Files
i*th Copy -~ Central Regis*ry "Source" File
(The ac*ual size of the above form ié 3% x 5m)
File Card, Farm No. 35-2
TAB. DV
i
!
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SoumIr EAGE RS COPY™ID, _

30 3¢ ptentsr 19456

CUL, LI IGIICR GR08R /). i iy " 25X1A
T -‘: i *
C.I.f 4D [U I3TRATTIVE 25X1A
IBETATIVE ¢, I.0h ADIINISTRATIVE PROCIDURE FOR THE ' .

ILIDLILG OF TCOIRIG ATD OUTCUING WRTTTA! C0:a0l 1C.LTIONS &K EPT C.BLIS

Effective L Octobek 1946 the proceduii'u outlined belewr - 411 be Hut into
efifcet on a tentative and drial basis j:i;'orde‘r to doevelop a satisfactory

s

C.I.f8 s .,L\rx for the handlink of *rrltben communlcutlo'm, except cables, The
procedure for handling cables AN bb the subjeet of a later admlm.stmtlvc 25X1A

detailed, in addition to his other

order. |

dutics, as & specicl reprcsox}ﬁativc of\the Execentive to the Dircctor for.

the purpose of supervicinz a”zllcl »lecing inke ¢ffoct the svsten outlined belovr,
He is authorized to nalze such ch”n"c.u in the ’c.\ontzi'bivc system as mey be
ncecessary from time to tlme until a final syst:‘:‘x_y is developed. It is
realized that the tontatifve system <rill have defcets that mwst be corrccted,
A1l concerned must boar in mind that the oo‘]\,ctlv S of this administra lec
procedure are to provide security for waritten communications, to o::pcdlte
‘l’;llﬁ' flow. of material and the handling of C.I.G, business, and to cxpoedite
the flowr of incoming intelligunce information to the Office of ch arch
and BEvaluation.

| SECTI®N I

GENERAL

1. CINIRAL R3GISTRY SECTION

The' Ccn'trs.l Registry, o scetion under ths Commmunications Division
of the Personncl and .-‘&-xinistration Branch, 1ill have the follo‘.:in: or:ahi—
zatlonal units: .I

a. Incomiﬁ~ Unit

B. Spsciel Distribution Unit

c. Distributlon Unit ‘
d. Contral Records Unit
¢. Information Distridution Unit ,

'Approved For Release 2001/07/12 ; CIA-RDP81-00728R000100050016-2
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The Central Rusiotry <A1l roccive and disnateh all iricoming and out'—
soing wmaterial for C.IB., et cablos; rill classifr for racdr rofurence
Lor ;f.‘ilin;; all incowing and outmoiny matorial; -ill-aintain £iles on all
meterial, creept intollisence information; and - -1l nrovide officer and on-
listed courier sorvice for C.I.F

2. UMIFORY. FILTIG SYSTRI

The Central Registry Suction, Communications Division, Pursenncl
and Administration Branch, /i1l ¢otablish a uniform filing system for the in-
formation and gquidance of all offices of C.IA in the £iling of material
other than cebles and intelliserec information. The Central Re gistry Suction
w11l publish and distribute the procedurcs for the establishment of such a
systom to bu called the "C.ILEE Fils Cle "alflcatlon Srrstoim.

3. OFFICS .'D STATF ESSAGE CENTEDS

‘Each office of C.I.0h and appropriate staff branches and divisions
i1l maintain escere Centurs.  The orsanization and Ffunctioning of these
dessege Centers “rill be undor the dircction of Assistant Dircctors for thoir
officos and of heads of ampronriate stalf cchelons,
b, IE3STGIS ATD_COURIERS
The Central Resistry Scetion 1iill provide sacure conriers far tho
handling of commnications and othor nanors betieon the Office and Staff
dessaze Cunte Ty, and bettien C.I.@ and certain outside ageneics., The
Central R;;;istry ALl inform all concerned of thi schedules on vhich thess
couricrs opurate. The duvg,lo-)m_nt of th‘ systom for- the d(,'L:Lm,rj of papurs
“ilthin the offices and staff echclons of C.I.H is 1uft to the diserction of
officc and staff heads conccrned,
5. C.IM: ioDRISs .
Inconln* mats -rlal for the Central Intelli-encs 2’3%5‘-;‘ 211 b

addrusscd as follo.s: 25X1A

C\,ntrul Int\.lllounc\. Group

,2436 Esl. h w.
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L Corrasnendents of tho various sctivitics of C.I.g should ve advisud to use

this address for forverding both classificd and unclassificd matcorial.

SCTION II

. INCOUTNG IWIIRLAL, OTHAR TEAN INTELLIGEZNCE IFONLTION A'D CANLES

&, COMTRLL REGISTRY PRCCZDURE

a.. The Incoming Unit of the Cuntrel Resistry Scetion -ill:
(1) Open cnvelone or othoir eontainer f n:.:turi‘a]. reecived,
(2) If material is roczived under a courisr or rooistrr
number, the outer envelope on vhich this nuibur appuars <111 b. attoched
to the corrusrondence.
(3} Tim. starp matorial,

(k) Assign C.I.[F Control Iusbor.

’ (5) issign seourity classification (i.., TOP SICREIT, Seerct,
CCI‘lfidJntiill, Rostricted or Unclassificd), to matorial *?rhich is reecived
unclassificd, and which cccording to C.I.f§ nolicy rcquires a suscurity
clasgification.

(6) Routc material te Bpecial Distribution Unit if the classi-
fication of the matirieal is Top Sueret or to thu NDistribution Unit if
;‘ the sceurity classification is Suerct, Confidontial, Rostricted, or
Unclassificd.,
b. The nroccdurcs of the Special Distribution Unit and Distributinn
Untt @- not diffor substanti&lly; thedr separation being for the purposc of
. insuring sccurc handling and tronsmission of Ton Scerct.,  They -rill:
(1) issign o File Classification Mum™r thich is obtained from
the File Classification Book punlished by the Central Registry Secetion.

’ © (2) Prepore C.IEEFile Card, Form No. 35-1 (sample attachod
as TiB i) in five copics (original - i.‘hit‘;c; first carbon - bluc; sccond
carbon - salmon; thifd ‘cz:rbon ~ groun; foutth carbon - jrello*:.-') indicating
in the spaces provided for cach purposc:

() CI@Control Number

(») ibove "Sdcdrity Classification" typc the sceurity

- Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2




| ) )
P [ } j

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2

clagsification assizned the napor

(c) Bource of material

(d) The basic File Clasgification Nui.r '..;hich has
beon asgisned the Daper

(q) Date of wmat.rial (in cas. of o f£il. or scrics of
indorsuments tho date recorded +ill bu that of the most rocent
p:;tp\;I’ or indorscment)

(£) Mumbor of conics of meterial

(z) Mumb.r of indorscmonts (if indordements ar. con-
esrnod)

(h) MNwido.r of inclosurcs fbrv.‘-’.zrd.,-d with the matorial

(1) Dote of roceint of matorial e:ccérding o time stap

(i) Thot motorial is incordng

(k) Comy nurbur

(1) Dotermine from corr.srendence vhother o resly is
cypeeted or roquir«.:d, and 1f so, indicate in apnrooriate spacae
the date on vhich a renly is due, 2lloing intell instences a
reasonable time.

(m) Couricr, rogistry numbcr or any other idontifying
numoer under vhich the meterial was recoived

(n) ibove MCross Refurence! indicate such cross rcforence
as may be roduired to supplement the basic File Classification
Numbor

(o) - The subjcct as indiccted on matcrial, and if not
indiéated thercon, a subject should ve prepared -hich vill un—.
ﬁistal:ably identify the contents.

(p) The office of C.I.f< to vhich the matoriel is to be
routed. In the same box +rill ho typod in small lettors the
initials of the purson making the routing. If the persen pre—
varing the form did'not indicatc the 'ro.uting his initial <711l -
appear after a dilazonal marl& aftir the initial of the router.

/

L=
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(3) After preparation of the CIfFFile Card, Form llo, 35-1,

the follewring disposition -rill ‘@ mede of cach copy of tho form:
() Original to be i’il:;dv by Central Rogistry under File

Clzasification Mumber,

(b) First carbon wAill Yo Filed b Contral Rogistry undor

CIff Control Mumber.

(e) Pourth carbon -1l ho attachud to vaper by stanles
and 17111 not be removod until the paper has been returnud to

Central Records. |

(d) Swoond carbon .41l b attach.d by paper clips to
/the paper, to bo -dthdrasm by thé 0ffice or Staff lsssage
Conter for file in their £ils records.
(c) Third corbon 411 Lo filod by Cuntral Registry
undor *Source. !
(L) Prepare for cech receiving office 2 Consolidatud Ruceipt,
Form Hlo. 35-3 (sample attoched as ToB B) in three cosics on wshich 141l
e recordad classification, nwicr of cooics and CIF Control IIuﬁ)w.

(z) Envolons 111:;t;rie.1 for officer or oniistcd couricr trang-
mittal cccording to cstoblished C.I.A4 procedurce,

(6) Be resmonsible for insuring thet all rcceipts are roturncd
from the receiving Officc- or Stelf lsssage Cunters in o reasonchble
1un;3t_h of ‘time.

(7) Turn over all roceipts te Contral Records Unit for filing

in permoncnt receipt filus, These receipts vill be maintained for a.
period of two yeoars , aftor '.':hic‘h time they may be destroyed,

7.7 OFFICE 4D STAFF 1ESSAGE CENTER PROCEDURE

In cach COfficc or Staff Hessage Contor the Top Sceret Control ffficor
“411 have dusign&ﬁed specific clcrks. to handle Top Sueret and othur critical
notorial,  Uoon rcc.::ipt’.of material 1n the Office or Staff liessage Centor from
the Central Rugistry Scetion, Mussage Centers irill carry out the following

procedures:

N N | |
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e ile w411 be destroyed and replaced by the File Card '.‘:hiéh has beon removed

A
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L 4. Chuek the Consolideted Nucednt Forn to insure that 2ll napurs
aro aceountod for by 2 reeordod CIE-Control Mumbor, Tt should be bormo in
mind that vhon a pursen signs for a CIR Control Mwibur he 1o not only simm-
Ing for the document itself, but he is accepting the informatieon contained
on thu File Card as boeing corruct (i.0. that the numbur of coplos of thu
paper, inclosurcs, cte. as listed on the Filo Card are corrvct),

b Sizn the Consolidat.d Reccipt Form indicating tinw and date of
recodpt; and nut in the out bask.t for immediate return to Central Recerds,
If the Office or Stoff HMessage Contur cheelk reveoals thot moborial listed
ont thu receipt h.s not beon recedved, or that the Fils Card is incorrectly
prepared, Contral Registry wrill bo centacted immedintely before the material
listudbn the recoipt is distributed by the 0ffice or Staff Message Center,
The Contral Rugistry Scetion +All i-n cdietelr take action todky nccessary
corrcctions. ' ;

g. Lfter the recoipt has been signed, the Office or Stai‘f lessaze
Center 17111 dotermine the routing to be given that paper and <rill then entor
the routing on the lessage Center Cony of the File Cord, :.'ithv a notation
showing the dato of 1o uting and the. initial of the pérson maliing the routing.
d. The File Cord will then be filed in nwierical seguence by CIG

(o3

Control Mumbcr, cxcopt that if a date has boon indicated by vhich time 2
reply must be prepared, the File Card +:ill be filod by duc date of reply in
4 suspense £ile, The Cffice or Staff Mess‘agu Center in that casc sill pre-
parc on a blank card of any type a note that a certein CIff Control Mumber is
filed wder a certain suspense date. When the ansiier has been preparcd and
for;:ard::d to Central Registry for dispatcil the temporars card in the numericsl
b
from the suspc}zsc file.

| ¢. If the Office or Staff Ihssage Center decides that the paper
@8 erroncously routed to that office or staff cchololn, ther‘p.;"zper with the

office copy of the File Card +rill bd returned to Contral Registry =with a

b
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note roquusting the romovel of that CI0 Control Mumbor from the recoipt fomn
already acemplishud, and o stetonent cxplaining ~hy 1t has Leon roturn.d
vlth o sunsooted routing if aagsible,

8. RECIPIZNT'S PROCIDUNT

The procedure to be folleed in the routing, recording and filing
of papors within an offico or staff cehelon +:4ill bo deturmined by the chiofs

of those offices,

SEICTION IIT

QUIGOTIG ILTURTAL, OTHIR TH.: Ti'ILIIGEICE REPORTS

9.  CRIGIN.TING CITICE PRCCEDURE

a. 41l corresmondence prepared for dispotch from CoI.A ill we

preparzd in aceordance -rith C.IH. AclminisW?‘m dated 26
Zusust 1946, or any subscquent ord.r which ruscinds. or amplifics dministrative
Ord.;r-

b. C';@;;n‘.no.ting offices will insure that in all cases a memo for
record :.‘ill,acé".:npany the Control Recards copics of the papers to bhe dis-
patched ziving complote backzround informetion.

¢« The procedure far the reqording and transmittal of nutzoing
material from the originating office to the Cffice or Staff essage Center
is left 4o the discretion of the Lscistant Dircctors and the chic#s of the
staff echelons, V

10,  CFFIJE CR ST.FF lESS..GE CZNTIR PROCIDURE

4. Officc or Staff Messaze Center <7411 cheek to sec that an
adequatc mmbgr of‘ copics have baen fumished by the originating office s 08
Cwell as to insurc the adequacy of the memo for 1*oc.ord.

b. Officé or Staff Mossaze Center 4ll prepare receipts and
cnvelopes for all material Lor vhich they arc ro'quircd.

c. 'l‘h.q Ofi‘ic;c or Staff Messagze Ccn_tér 1111 enter information ro-

sarding the paper ¢ the daily log of outgoing matorial (sugrested sample -

e
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atteched as T.B ¢; OfLfice and Stall Meoesaye Centurs may wse o variotion of
this fora as Long, ag all informatlon shvin on the samile Torm is 7iven on
the substitute Lorm), and forvard the paper to the Central Rugistrr.

de  Aftor the Cuntral Roglstry has completod its processing <to
be described in paragraph 11 bolowr) t.he‘ Office or Staff Messaze Contor will
recelve @ copy of tho File Card to be nlaced in thelr numericel CIG Control
thaabur file.  Usen receipt of this File Card: the rucord on the daily loz of
the OLfice or Staff Mussage Contor +ill bo lined through., IF & File Card
has net beun rococived in the 0ffice »r Staff lMussase Center within trenty-
four hours a checli <7111 be mado -rith Contral Resistry to ascertain the causc
of delay,

11, OEUTR.L RTGISIRY PROCIDURS

a. Outgoing vcorrcspondcncu will be delivered initially to the
Special Distribution Unit if the material is Tep Scer.t, 5): to the Distribution
Unit if the meterial is classificd Seervt or below, The Outzoing Clork of
cach of these units =ill: |
(1) Check the correspondgncc to su. that it is preparcd in
accordance vith.C.I ;’;dmim%e"e:ﬁ(d’- 25X1A
(2) issizn CIM€ontrol Number (the Spueicl Distribution and
Dis,tlributi‘:m Units w7ill receive cach day from the Incoming Unit o’
blocl of CIE}-Control Numbers to be uwsed in the numbering of »utgoing
matorial).
*"{3) issign File Classification Mumbor and indicate Cross
Reforence.,
(L) Preparc File Card, Form Yo, 35-1-indicating in the spaces
provided for that purf)ose the fo]_lozri{lg informatinn:
(a) CIﬂ-Control Thmbor
. (b) Sccurity classii‘iéation assizned the paper
(¢) Source (origincting sffice)
(d) Basic Filc Classification Mumbor assigned paper

-8~
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\ - (v) Dato of outgoing correspondenco

(£) Mumbor of copies of muterial

(g) MNumbur of indorscments (if indorscmmts cre con-
cernod ‘

(h) Number of inclosuros dispatehed -with matorial

(1) Date of dispoteh

(3) The fact that the correspondence is sutyaing

(k) Copy number

(L) Indicat: such cross referoncas as may Yo required
to f‘upploment the basic Tile Cla suﬁ‘:.cutlﬂn numbor,

(m) Subject as indicated on neterial, and if not in-
dicated thoreon, a subject should be preparcd which w411 une
mistaliably idun”cify‘ the contents,

(n) .ddrossce of the material. Tn the same box tAll be
typed in small letters the initials of the porson preparing
the File Card,

(5) Tass outgoing material to the Dispatchers of the Special
Distribution Unit and Distribution Unit depending upon clossification
of material, |
b. The Dispatchors of the Special Distribution Unit and
Distributisn Unit vwill:
(1) Remove File Card and Record copics
(2) Envelope material
(3) Indicate on the File Card the 'couricr or registry number
under vhich matorial is to be dispatched
. ‘:_ " | (L) Distribute File Cards as follows: ’
(a) Original, first carbon, third carbon to Centrel
Rocords. |
(b) Second carbon to Uffice or Staff lessage Center

i‘rom hich the matorial was I‘OCClVOd.

- Approved For Release 2001/07/12 :’C|A-,RDP81-06728R0001Aooosoo16:2
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(5) If metorial is to travel in the air ~r special delivery
postal chennels, will apply ncoded postage

(6) Il materiol is classificd sill Prapars courler or rogistry
recedpts for delivew to Post Office or Courler

(7) Doliver to Post Office or Couricr

(8) Deliver Reecord canics te Contral Records.

INTER~OFFICE IL.TERIL.L

12, laterial to be sent from one office of C.I.M to another vill bo

q.uthorized persomnel of the office disp;tching the material. There will be no
channelizing of such matcrial through Central Registry for record koeping
purposcs. It A1l be the responsibility of the Cffice or Staff Message Centers
to keep adequate records of 2]l inter-office matericl.

13.A The systems of recording to be used in the 0ffice or Stoff Message
Centers may be doeveloped to £it the needs of cach particular office, the only
roquiroment being that ot all times the Office or Staff Message Centers can
cccount for the disposition of all intor-office material, both outgoins and
incoming, Tt is suggested that the prbposcd lez for outeoing material could
also be used for rocording inter-office material both inceoming ond outgoing,

1. The rosuld of much inter-oflice correspondence is either a dircctiwe
or order for Lhu division, or the production of an outgning lotter ;71' roport.
In either case the intcr-office correspondence need not be forrarded to
Central Records for file unless such intér—-officu correspondence contains in- .
formation of considerable value vihich will supplement the information con—
teined in the memo for record on outgoing meil, or will subplcmcnt the ih-
formation in the published directive or order. In cases where the inter~ -
office correspondence does not rcsﬁlt in a formal product which will reach
Central ,r,cv"ords , the correspondence upon completion wwill be forwarded.to
Centrail Records o.nly if the sﬁbjoct metter in the opinion cither of the
originator or the final recipient of the corrosiﬁondence is of sufficient
value to justify its retention in permenent,files, ‘

v

~le-
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- ' SICTION IV

INCOIING INTELLIGINCS INFORII.TION, OTHIR TH.I C..PLIS

15, CENTR.L REGISTRY PROCEDURE

4. The Inenming Unit of the Central Registry Section will:
(1) Opeﬁ envelope or other container. of material reecived,
(2) If moturial is roceived wnder & couricr op rexistry
number, the outer envelepe on sthich this humber appears will be
’ attached to the material.
(3) Time stamp material
{ ; (4) ssizn C.I.{. Control Hunboer
(5) issign sccurity classification (i.o. TOP SICRIT, Scerct,
i :_ Confidential, Rcstricted 2r Unclassified) 4o material -diich is received
wnelassificd, and which accordinz to C.I./. policy requires a sccurity
,qlassii‘ication.
(6) Pass to Information Distribution Unit if the motorial is
Secret or bulow in security classification and +to Specizl Distribution
Unit if the material is Top Secrct.
b. The Information Distribution Unit and Special Distribution Unit

1ill: . )
(1) L8sign thoe report a File Classification Nurber -rhich is

obtained from the File Classification Bonk published by the Central
Registry Secticn. »

. (2) " Preparc CI@File Card, Form Mo. 35-2 (semele attached as
T.B D) indicating in the spccos provided for cach purpesc:

(2) CIM Control Mumbor

; (b) Sccurity classification '
| (¢) Securce
‘ ‘ o ' (d) File Classificatdion Number
7 (¢) Date of rcceipt
f ' . (f)  Numbér of_ copics

(g) MNumber of inclosurcs

1l
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(h) Nemo of apency vhich formmarded material to C.I.G.
(1) Date of docwacnt
(3) I'Jumbor agsigned to document by transmitting agenecy
() Courier numbor or any other identifying number under
vhich the material vas recoived
(1) Subject with any otherinformation which showld be
reeorded for which sprces are not provided.
(3) Roview the document very briefly to sce if any agency in
C.I.® othcr than the Office «f Rescarch and Evaluation should receive
a copy of the meturial, TFor this purpsse represcentoatives of the O0ffice
of Rescarch and Evaluation and the Office of Collection and Disscmination
will sit in the Information Distribution Unit (if the intelligence in-
formation wers routed initial 1y tn Speeial Distribution, thot unit rill
refer the iﬁtclli;;cncc: informntion documents to this represcntative for
mview). o altor reviewr the distribution sliich the material is to receive:
wiithin C.I@ will be noted in the spece provided for that pupose on
CIRFils Card, Form 35-2.
(4) . The File Cerd, Form No. 35-2, ill thun be distributed in
the followring, mannor:
(o) Orizinal and third and fourth carbon will be fon;':.ricd
wiith the copics of matoricl zoing to ORD.
© (b) First cordom copy will be filed in GIG Contrsl Number
FPile in Zontral Rogistrr,
(c) Socond earben wwill be filed in Filing Classification
Nwiber File in Cpntral Registry.
(d) Fifth cepy A1l bv filed in #8curce file of Centra
Reristry. ' .

(¢) If the distribution on 2 document is so <ride that the
six copies of File Card, Form e, 35-2 arc inadequate, another
serius of six copies-irill be preparcd.

(5) Preperc for cach recoiving office a-Consolidated Receipt,

. Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2
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Form Moy 35=3 (sample attached as TR B) in threo copius on which <rill

be roearded closs

ildcation, nutisr of eopius, ond CIA Control Mumbor,

anvelone matorial £or transnittal by officor or enlisted
By v

courioer,

S responsible for insuring that all, receipts are roturmoed

Lron the roeuiving 0ffice and Sta

If Mossage Centers in a reasonabls

lensth of time,

(8) 411 receipts wAll thon bo turncd over to Central necords

1rill be meintained

for £iling in pormancent recedpt filus. Thesc roeoipts

for a period of i years

» 0fter vhich time they may be destroyed,

16, OFFICE OR ST..FF TSS.GZ CANTER PROCIDURE

Upon receipt in the Office or Stalf lessaze Conter from tho Contral

-

tegistry Unit, Hessage Cunters +rill carry oub the following procedurcs:

a. Check the Crnsalidatad Recoipt form te insurs that all pa

are accounted for by a reeordsd CIRControl Numb.z Tt should b borne in mind

that when @ person simms for o CIfCoatral Mwbir he is nst on

iy sipning for

ined .on the File

the documont itsclf, but he is cccepting the information conta

1.

Card as

seing enrrect (i.e, thot the muiler ~f copivs of the paper, inclosur

utec. as listed on the File Card are corroct),

b.

reecipt, and

3ign the Conselidated Rucedpt Form indicating time ond dote of
put in thoe out basket for fmcdiate roturn i Centrel Reeords,

22ls that material listed on

If the Office onr Stoff iessage Conter check row

the receipt has not boen received, or tl

the File Cerd is incorrcetly pre-—

pared, Central Registry +rill be contacted irmcdiately before

L siggrle picce

of matorial listed

on the receipt is distributed by the Offic_e or Staff Msssagp

Contervill then abide by whatever ine

Genter,  The Cffice or Staff Mussane

from Central Registry.

structions it roceives

Ce

reeeipt has been sizned, the Office »r Staff Mes

Cunter i1l deturnine the routing t9 be given that paper,

d.

of the File

The elerk'w7ill then enter the routing on thc‘II:ss:".gc Center cop

Card, =rith o notation showing the date of roubing and the initial

Appr;ov'ed For Release 2001/07/12 : CIA-RDF.’81-00728R000100'05001’6-2
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of tho porgon maldne the routing.
U he File Card will then be filed in numerical scquence by CIG

Contral Meter. In the cnse of the Office Mossage C.nter of the Office f
Resucarch and Dvaluation tvo edditisnal csples of the eard are furnished. In
cddition to the CIC Contr:l Numbur f£ilo, tlﬁt of fice ALl file e comy of

the form by "3ourec's the third comy rill be attached to 'bhc; ey of the drcunent
which is forvarded 44 the Intellisence Livrarr (if no eopy is aveilable for
Jircet routing to Librory the third comy wrill be attached to the routed copy
vhileh .L.v designated as the Library File cony). Upen recuipt in the Library of
"RE this cony of tha £orm <7111 be romoved then the basic Intelligence Library
iile Classificati-n hos beon detormined for the roport.  This classification
\‘fill be wurlitten over the f‘acu af the third crpy of the File Card and roeturned
hrou fh the Office iussase Center to Cuntral Reglstry, where & notation on

the CIG Control Numboer Cord will be made of the ORE classification,

SECTION V.

QUTGOING TNTELLIGE/ICE REPORTS

Intullizence remorts prepared and nublished in Central Int::ll’ij;unccmuj
i1l be distributed in the f£olleowing monner:

17. Office f Collection and Disscnination will furnish . the Speciai
Pistribution Unit ~r the Distri‘;au'bimn Unit o disscmination order covering tho
disseninetin of cach C.I.EF publication,

18. ifterpuklicstion all copiss of the veo-rt will be forvarded ta
Ipecisl Distribution Thit or Distribution Unit, depending upon the classifi~
cation of the réport, whéere distribubicn vwvill be made autematically according
ty the dissemination orders.

TCR T DIRICTCR COF CINTRLL INTELLIGINCZ:

25X1A

Exccutive for Tursonn\,
and Ldministrotion

e | ,
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Con*rol No, Sec C1 Souwrce

iFile Claséification
Date of Mat No. Cec No, Inds WMo, Incls Date Rec/Disvatch
In, Out Cpy. No. Reply Date Courier No,
Subject
Form No, 35-1 Sep* 1946
Original- File Classification Card File Routing

1lst Copy- Central Registry Control No. File

<nd Copy- Office lMcssage Center Con*rol No, File

Jrd_Copy- Cenfral Registry sSource File

4th Cepy- To Accompany Paver

(The actual size of the above form is 3" x 5")

File Card, Form No, 35-1

TAB MAM

. Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050016-2
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% ' CONZOLIDATHD RECEIFT L L
é .y ‘ llo of "wieces
’ Class lo. Comics . Con'rol lia. Cliase No, Copier Control KO,
oonature
Ti I A 2" 8
Form o, 34-3 ne pare
Sep* . 19/6
("he .c'ual size of the above “orm ig 5" x i)
CCHEOLID*TED RFCE™™T . MORM. NO. 35-3
i -
% T.I_B ilBil
%
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- SOIFERTIIAL o COPYIDL _
30_Septorbar 1946

caTL I ,TTIGZI'C.J.&R("H" e vey

T NSTQYCTID N ) ,"ZSXT]A,

TENTATIVI C,I ﬂ‘. ADIIHESTRATT TI P'QOC ZDURE FOR TIHE : 25X1A

HAHDLING OF TICOIRNG A3 OUTCOLNG WRITTRIT,COLLUTIGATIONS SXCHPT C.BL3S
- /

Effective 1l Octobek 1946 tho procedury outlined below ~ill be put into

: /
effcect on a tentative and deial basis/m order to dov lop a satisfactory

dutivs, as & special representative of\tho E::ecuti?c to the Diroctor for.-

tho purposo of supervising ghd UluCln" indg cff ct “the system outlined below,
Ho is outhorized to malie sjich changes in tho\tentdtive ‘systenm as mey be
ﬁcccssary from tine to time until a final systoN is dcvclopod It is

rcalized that 'bhc tcntat ve system - r:1_'L1 have dci‘cct., that must be corrccted..

41l concerncd muut bear in mind that the ooacctlvcs of this adr.nn:.stratlvc

[

proccdurc, are to vrovmdc se,curlty for iritten communlcmtlong, to expedite
" the flo. of matvr.z.al and the handling of C. I, G. bus:.nc.s.,, and to cxpedite
. the flow of incoming ir;talligméc ini‘ormatiqn to.the Office. of Rescarch

N

and Eva;uation.

«a
=
Q
-3
[
=
=

1, C.. TTRAL: ‘LGISTRY SuCTION

1‘10 Centra 1 Ro'rlstry, a m.ctn.on undur th\. Gorm‘unlc:.tionu Division

of the Pur.,onm.l and _,.d.qlnlutr...tlon Branch '111 hav:, th\, follo’ nr' orcani~

v “
. T N

zational units: . . . LU e e e R

2. Incoming Unit - ' . " B

-Sm.c“.l Dio tr;.butm'x Um‘o

Ao 1

B Diutributn.on Unit

o
e T

‘,"ngtral Rocorcls Unlt; ‘:',

e

[('.:‘

‘Information Distriwution Unit- i

L. -
oot

._:‘A BN ' . "\l‘ i'.\ ’_‘ S o .;\,' "'v‘ TN
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,"C\.ntral R ":Lutry will mform all concorm.d of thu'schpdul\:s on < ’ru.ch the

b offlcc .and staff hea :ds conc~.rm.d..

t.ddr\.s.,cd a8 follow.,.

. o . " f ' .
The Cuntral "lu’-"L‘Jtr"' +A1l receive and digpateh all ine: onming and oute

Joing neteriel fer C,I 9., ereunt cableog; uill cla.s.uf'r i‘or roadr ro f\,rancc,

for £iling 2ll incouing :md outzoing material; <:illveintain i‘il:,-s oa all

material, oncept intslli-cnco information; and +411 provide officer and on~

‘listcd courier service for C.T (3.-
2, I‘IFOR I ”;Ix‘G S'.(STuu

. . -
The Central Registry Scction, Communicationg Division, Porsonnel

and Administration Branch, i1l ustablish a uniform £iling s/stém for the in-

formation o and guidance of a.ll oi‘ficeu of (o I f in the fllln[, of matc.rial

other than cables and inte lllron::u information, The Central Re nlstry Sc.ctlon

w111 publish and distributc tho procedurus for the ustabllshmmt of such a

systum to bo co J.lud thc nc.I.8 x‘llq Clubs:_f.‘:.cation Systom. 4’

3. OFFICI iID STAIF EESSAGE _CENTERS

1

Each Offlcu of C. I 0 and mp‘QI‘O'JI‘lO.tC staff branches and divi:nons

'

111 naintain lossaze Contirs.  Tho orfTaniza.‘tion end functinning of thesc

licesage Conters +rill IL ‘under th\, cl:Lr«,ct:Loﬂ of Assistant Di rc,ctors Tor thei ir

offices and of heads uf anpronr:.atc staff cchelons.

L. IESS:.‘G.{I: s A cormIT“%

The C\.n’oml Registry Scetion 7ill provide sceurce couriers for thc

handling  of cqr.munlcatipns.a\nd,oth r ﬂamr., betrenn the Ofi‘lcc and Staff

ticcsaze Ccnt:rs and ‘oot‘.‘:;-un C.I.H. and coertain outside accnciw.‘ ’.I‘hc
(%) 3

;8¢
courl..r.) opurcte. The d\.volonm\,nt of thp systvm for th.. dallv\,ry of pap...rs , v

viithin th\, officos . and staff .echclons of C I.ﬂ~ is loft to the dlSCI‘uthI‘l of |

5. C. I.iz—mnpuss N

)

Incomn~ matf'rial for the Contral Intolligencs %‘211 e

. o

,2\,(36531 k CU

R e 1A 155
Cn.ntrc.l Int\,lllffuncc Groun AR Y 25X Ces
B (N-..ms. of activit -

SR N YA P
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R Corm.mond.mts of Lho various (..CtiVJ tics of C.Igh should be advised to use

this addross for forwarding both classificd and unclassifiod matorial.

SICTION II

- LICOTNG JWIIRTAL, OTHR TAN INTELLIGEYCE INFCRILTION AYD CANLES

&, -OLMTRLIL REGIf‘S'TRY PROCZDURE

" &, The Incoming Unit of the Cuntral Rezistry Scction =411:
() open dnvolopc er othir container of matorial. roccived.

(2) If material is rctvived under a couri:\r or rcf'iutr'r

number, the outer "nv\.lopo on which this num 3 :mp..ara 1]1 be 'J.ttc..chc.d_,'

to tho corr.U )ondonct. .

/ e (L) As :.gn C.I.B Gontrol Hurbor, ,
f[ -7 ' L (S) Lssipn scourity clc.smflca.twon (1.<,. TOP SICRET, Scerct,
ovxfn.dont:.“l Rustricted or Uncla s..li‘la.d) > to matorial ~rh:Lch is receive d
unclassificed, and '.r_hlch according to C.I.ﬁ: policy requires a sceurity
o clossification. ' . . |
' (6) Roﬁto material to Speclal Dlotrlbut:.on Unit if the clacsi-
fication of tho 1m.t..r:|...l .'Lo Tf\ Suerut or to ‘thc'Distrlbutloannth if
" the _5¢cgr1t_j clabslfn.catlon is Sccrct, Confidential, Rﬁstr:;ctod; or
‘Unelassificd. | .
b. Th nroccdurs = of thv Special Dlutrlbutlon Unit and Distribution
Un:.?t' 'd*_\‘ not d:l.ff,r ubstantn.u lly, ’thulr *)a.r‘ tlon bc:m~ for the purpose of
'_.‘ ‘ o iﬁsﬁring socurc ﬁ;mdl:.ng and' transmission of Top Scerct, They wrill: |

(1) .issisn a File Classification Tum'r vhich is.obtaincd from

R ‘(:2) Pre pa o C.I ﬂ.—Filc Gard, Form Mo.. 351 (Dumpl‘. attachod
o as T..B A) in f:w, conm., (or:.f':.nal - "hltc firot caroon = bluo, sccond

. a“bon --sulmon, thlrd e rbon - o'n.c.n, i‘ourth ca.rbon - yvllov\ mdlcatmg
in ‘th. spuc\,s pI‘OVlde for wch puroosb e O

(I : e . L oo R , &

(a) c:cn.control Numbn.r

ERG

(3) Tirri, stanp material. . ' ‘ e

the Filc Classificﬂﬂtion Book nu"a]'ishcd by the Ce ntral Rw:..;t.r'r occtlon. -

(b) Abovc_"Sc,curity Gla s;@i‘c‘at,ianqrfyp’é"johfe;‘sgcu;-ity_[j{'},’"’7 .

SRS S

e e rerm .

ST SO
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clas szification asaizned the napor
(¢) L Source of mt¢r1al
(d) 'Thc Yasic File Classification NU.XI'L'.JVEI-" shich has
I‘oecn ass‘iggned the peper |

(o). Date of mat.,rial (in casc of & fily or scrics of =

indorsumunts thg. date recorded ©ill be that. of tho most rvcont ‘

‘papur or mdorsomcnt) g | L
(i‘)  Tumbur of conics of material
(") .umb,‘r"of indorscments (if indordements ar. con-
cernad) |
| (h) Nuroor of inclosurcs forarded ith the matsrial
(i)‘ Dato of ro co:mt of ”l....'bul"lal aécordinz to u:m f*te.:"z;
(3) That mﬁ‘oorlal :.s incering
(ilc) g Cop'y,numbur.
. (.1') Dct..‘aminc from corrcs')ondcncc ~~~~ hether o 'nljlis
: exoeeted or quU.lI'ud, and if so, indicate in amrowrmt“ space
the date on vhich a renly is du\,, a]loilnr in'all instences a
agonable tlmo.
“(m) ~ Couricr, ro'rlstry numbsr .or any othur identifying

‘ numow under \h:.ch thc me. tvrlal ias roco:.v«.d

?

(n) Aibove WCross Rcf\,rc,ncc" 1ndlc._te such cross rceferonce .

L ..as may - be n.qulrod to supolcm‘.nt the bas:Lc F:Llc Clusglﬁcatlon

[
v

.. Numbor
- (o) The suo oot as :.ndlcx_tcd on ma.tg,rlal end n_f not .

J 3]

indicated uhor‘"on, a squg.cL

: nlgta""blj identify th» contents, -

( ) . The' office of C. I Q‘ to "h:.c}\ tho nuturic-l is to bo

,»ro’utcd. Tn the sumu-. box will ")c, typcd :Ln small lettors the

~'1n11:1uls oi‘ ‘the pz rson ma.‘.:m thorout.:mg.

‘paring tho fom d1d not :mdzcato the routn.n'r hlS 1n1t1a1 .‘111

= C-PDCL-T aftur a dio.~o*13.l marl: ai‘tér thu 1n1tn.al of thc routn,r. e
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. (3) Aifter pruparation of thu CIfFFill Card Form Mo, 35-1, -

| (" the follering disposition +will bu nade of oach ca'av of tho fom: - !
o S () Original to be filcd by Contral Re giostry under Filo

; Clasgification I*Ium.s_\,lr.

. (b) First carbon will be filod Ly Central Rogistry undor
CIff Control Humur. ‘

(c) Faurth carbon *rill be attachud to paper by staples
and .:.Lll ‘not be removed until the paper has boen returned to
Contral Records, ‘ v |

(dj Seoond carbvon - .111 b attached by paper clips to

/ tho papur, to bu widthdrazm oy the Office or Staff llsssage
Conter for filu in their file rdcords.

(c) Third cerbon 7ill bu filcd by Contral Registry
under "Sourco.,!t l
(L) Prcparo for o#ch receiving offico a Consolidatcd Receipt,

Form Mo. 35~3 (samplo attached-as TAB B) in throe corics on vhich 1idll °

be rocordsd cl af*sificati'on, mm‘ur of conics and CIf Control Number,

(5) ...nvclom mwt\.rml for ofi‘lccr or enlistod couricr trans-

mittal uccordm" to e.;t;.bl:.oha,d C I.8: procodurc’

(6) Be responsible for: insuring thut all recoipts arc mturn d
i‘rom the I‘;,C\,:l.V.l.n" OfflCO cr St‘.f; IIc sage Centors in & r\,auonuolc
lungth of time,

(7) Turn over all receipts to Contral Rocords Un:.t for filing .

in p;:rmancnt receipt filus, Thes_c receipts "..'l.ll‘ be maintained for a‘

- puriod,oi‘ to ycars, after which time they may be destroyed,

_'A‘ Y 7.~ OFFICE AI'D STAFF 1ESSAGE CENTER PROCEDURE

Qv ‘ .j‘  Im cach Office or ét'afi‘ “I*s;agﬁ C/cntur th"'Too Sucmt Control Nfficcr
oy w1l h v dmlf‘natcd spoc:.flc clcrlxs to hcmdl Top S\,crct \'md other criticel \
turial. U‘OO”l o cc,:Lpt of mat\,r:.al .m the Oi‘i‘:.c:. or S’oaff lessage Ccntcr from |
th» G\.ntral chlgtry S«.ct:.(m, M\.ssage Cent\,rs "ill CO.I‘I‘J' out tho follo'.nn'r . A

pro codurag PR

o
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s~ -~

‘ X : L . ' L . ‘-..‘ - L
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4. Chuegk the Conuolidutbd Necodnt I‘om to inuuro that all papors

- aro aceaunted for’ by o rucordod CTH-Control I‘umoor. It should be borne in .
nind that wheon a person signs for a CIf Control Nmnbur ho is not only sign-
ing for the documont itself » but he is accopting tho information contained |
on thu File Card as being correct (i.0. tﬁat tho number of copios of the

- paper, inclosuros, ‘cte. as listed on the File Card are corr‘oct).

b. 8izn the 'Consvlivc'le;t-;;d Receipt Form indicating t-imu and date of
ruceipt, and put in the out basket for immediate return to Central Records.
If the Offico or Staff Mos sago Cunt\,r chock rcwals that matorial listed
on tho r«.cc:.p'b hss not béen roceive d, or that the Fils Card is nﬂorrcctly

'prcparud Péntmlﬁu‘rl ‘or}, .r:Lll be contacted :Lnnncd:.atelj before the material
ll.—:tod on the I’OCOlp'b is dlutrloutﬁd by the offlce or Staff I{essam Centor,

‘ Tho' Contral RO”lutr’;" St.ctlon i1l Lmdl...tc.l*r take action to:mic nccessary
corroc‘o:.ons. |

—

Co  LLbor thc.'_rccciplt has been signed, thé Office or Staff llessare
Center 3will detormine tho réutinlg -to bn; given that pﬁpar and x':ili then enter
the routing on the I.'Iossaz:é Genter Cony of'the‘ File Card, with a notation

'.sho;.':ir‘xg thc date of ro uting'and the, initial of the porson making the routing .

- d. Tha, File Card +ill then be flled in numorical o«.quencc by . CIG
Con‘orol Numb\,r, exeept that, :Lf a date has been indicated by vhich time a:
rc..ply must be prepared, thc F:Lle Card 111 be filed by due datc of reply 1n

a. suupon.,c, f:ﬂ.\.. The Off:.ce or Staff Messa ze Gentc,r in that casc will pre=

&4
‘ pare on a blanlc card of any ty‘pc a notc that a ccr'br.ln GIﬂ Gontrol Number is ** |

i‘llod under a c»rt'.un suspcnso date. When tho anS' er has been prcparod and
fcr ardcd to Cc.ntv'al Rf-r 'LS'tI"_/’ for dlspa.tch the tcmnorarf card in the numcrlcal
'\ ;il' "J.ll be, dcstroycd and repluccd by the File Card \rhlch has been rcmoved B -

from the smponso fllt,. . . S
2 e If the Off:.cc or: otai‘f Mot sa."c Ccntt.r dccldes tha't the papcr
--v7as orroncousl,,r routod to thc.t ﬁfflco or .:taﬁ' cchelon, ’ohc papor with the

off:Lco cooy o.f the Filu Card ill bd rcturned Yo Cﬂntral Ren tr;'rv.':.zth a’ ‘v .' ) f

Approved For Reléase.2001/07/17 : GIA-RDPB1-00728R000100050016-2




“ois left tr) thc cln»crut:.on of thn, Lssistant Dlr,cctors.land the chic#s of fho

prupamd in aceardance ; ':Lth c. I.ﬁ. L .un:l.sjﬂ\.ﬂbﬂr&‘tlﬁ’- dated 26

Y L, ) ol k ' : I
o e . o ’ o , Yy
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ik
note ruquusting thu rumavg.l of that CIG Oontrol Numh'\v from the r«.colpt form

o '**\

alrsady acemmplishud, and o stetoment cxplalnin' vhy it has boon roturnzd

with a sugsectod routing Af wossiblo.

8. RECIPIINT'!S PROCIDURT = . ‘ ‘ ' ' '

The procodure to bo followed in the routing, récording and f£iling
of ‘papurs iithin an offico or gtaff cchelon 17111 bo detormined by the vchiefs
of thoso offices. | '

L SECTION III

‘ OUTGOILG I...TuRI I, OTHJR JTHY INTILLIGENCE . REPORTS -

94 ORIGIN:‘.TI’JG C"WICE PRCCEDURE

a. 411 ccrr\.soondcncc, preparcd for dispateh from C.I.fh vill be O55%1A

Lusust 1946, or nj subsequent ord\.r ‘.h:.ch rc.scmd.; or ‘.mollflcs ;.dmmiutrat:.vc

.Ll" Or:ifrina‘oinrr officos vrill insure that in all casos a memo for

e

r\.cord A3, accmmuny the Ce ntr:l Rccnrds COplLS of the papers to bo dis-
patchod giving C"“”lt)lu“bc bac..ground Anformation,
. Ce The procc,dure for tho recording and tra’lgmn.ttuj of out'fo:m" '

matorial fron the Orl"lnc.'bln"' office to the Cffice or Staff I ge Center -

" staff echc.lons. ‘ - : b o - i :"h.'.’

10. CFFICE CR ST.FF MESS: -Gu can T"R PROCEDURE

2. Ofice or staft Mossage Conter <11 ohock to 500 that an

-adequate number of coplcs havc baoen fumlshcd by the originating offlca, » 08

"an\.lopcs for all mat\,rn.al i‘or vhich thc,v arc required. -

A

c.ll as to insurc tho adoquacy of the mc,mo for rocord. o
Offlce or Staff ILsswro Cuntur u?.ll pz-eparc reco:.pts and -
1

.H..

ta

Thc Ci‘fn.cc r\r S‘oaff M'msacc Ccnt\.r xlll cnt\,r 1nfonnat10n re-" -

' ~ardm~ tho: p“pcr en, tho da:l.l./ lo'f of nutgo:.n" nat\.n.al (sugmstcd sanplo

25X1A

v.’{’

et e m s i

anier




..Un:.t lf the material J.s classxfiocl Secrvt or bclow, - 'Tho Outgoing Clerk of
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attached as TR O; 0ffice and Stalf Missage Conturs mty wse o variation of .

this fornm as long; as all information shvm on the sample form is given on

~the substitut. i‘grm) , and formiard the paper to the Contral Registry.

’

g_, ATbor tho cunt'rﬂ Rugistry hds completed its processing (to
be deseribed in pe.ra;;raph 11 belowr) the Office or Staff Missage Centor 31

ruccivu'a copy of tho File Card to be 'nlaced in tlm.:.r numericul CIG Control

CThaaber £ils.  Unon receipt of 'hhis F:’.lc Card- the record on th; daily log of

“the Offim, or Staf Mo s Center r:Lll be lined through. If a Filo Card
has not be en rqwiwd in thc. 0ffico or Staff lussage Centcr it ithm tn,*mty—-
four hour., a check +ill be mado ":L‘oh Contral Rogistry to aocarta:m the c;.nsc:

of dclav .

< 1l. GCENTR.L RT .:ISTRY PROCT, DU’L

'

Al

a. O\ltuOan corn.spondcncu '.,J.lj b\, d(.llV\.I‘L.d 1n.1.t1a11y to the -

Special Distribution Un:.t if the maturlal is TD’:) Sccr‘ b, or to the D:Lstra_gutlon

'

sach of these units - 111.

1) Chbck thz, corrusmondcncb to seu that it is preparcd in

' accordance VAtH.C. IR MW

,(2} Assizn CIﬁH‘on‘orol Numbor (thc Dp(,'clc-l D:Lstrlbutlon and .

Dn.strlbutlon Unl‘as .r:LJ.l recoive cach day from th Incom.ng Unit a

blocl' of (‘IE]-Control Nmnb.,rq to be, uscd in the numbering of >utg71ng
mat.r1al) ‘ ‘ S

\3) I..;sz'n Fllu Clasolflcatlon Numbw und mdlcate Gross

e Reforcnco '

(h) Proparc F'.'Ll\. Card, Fom 2. 35'-1 :mdlcat:.n in the gpacos

.,

nrov:.dc,d for that purpogc the follo r:Ln" mfomatlon. ' .' . Lo

‘ (a) cxa—control Numb,r e

',?f' ,(b) Spcunty clas.;ni‘lc‘.tlon ausr n\.d the paper

(c) Sr)urcc (orlnmuting 'Jfflce)

. a‘

. ‘(d) ‘Basn.c File Cla.ssiflcat on Nmﬁbs,r aosn."m,d papcr 'b

25X1A

N A e
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(¢) Dato of outgoing correspondenéo .
(£) IMunbor of copics of muturial

(g) IMumbur of indorscments (4f indorsoments are con-

corned

- (h) Numbor of inclosuros dispatchod ith material
(L) Date of dispateh A
(3) The fect that the correspondence is outgoing
(k) Copy numbor ” ‘
(1) Indicate such cross rcferonces as may ho required ,
to supplomont the basic File ClF351flc“t1nn nunbor.
(m) Subject as indicated on naturlal, and if not in-

dicated thorcon, a subjoct should be preparod which 1111 un~
| miotaxablj 1dcnt1fy ‘the contcnts.
(n) “ddressoe of the mutcrlal._ Tn the same box will be
v‘ typcd in small letters” the initials of the purson preparing
the File Card, .
'(G) Pass ouﬁﬂ&ing hatérial to the Dispﬂtchors of the Sppclal
‘ sttrlbutlon Unit und Dlstrlbutlan Unit dcucndlno upon cl 551fication

of naturlal.

be Tho Dlspatchors of tho upccial-Distributian Unip(and

Distrlbutlan Unit vill:

'

;(1)‘ Remove File Card_hnd\RccQ;d copics

(2)"Envelopo'matcrial o SR

‘(3) Indlcate on the File Card the couricr or rogistry numbcr

unddr “hich matorial igs tn bo dispatched
»

(h) Dnstrlbuto File Cards as’ fOllOuS- L _'.

' 1;” (a) Orlglnal, flrst carbon, thlrd carbon to Contral

Rocords. R Jf . ;f‘_‘i 5 S

i
o b

(b) Second carbon to ufflco of Staff Messa c:Center .

from Jhlch thc matoriul s rcce*vod,<

P T T TP B Ty
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i
§ o
I
i

f

Approvedﬁ For Release 2001/67/12 : CIA-RDP81-00728R000100050016-2 N

(5) If matorial dis to trovel in tho uir or spucial dulim.ry
poatal channels, +rill apply ncoded postage

(6) Ir matorinl is clasoifiud \i1l prepero courior or rugistrv
racolpts for dolivery te Post 0fLfice -or Courier

(7) Doliver to Post Offico or Couricr

(8) Deliver Rocord conios to Contral Records.

’ INTER-~OFFICE 1L.TERL.L

12. laterial to be sont from one office of C.I.fl to another uill be
‘trans; nitted by the Contral Ru.[;:l.stry ce ﬂuriefs dircetly betirgen offices, or by
au’ohor:.zed _porsormcl of the office d:.spa‘tching the matériale There vwill be no |
channelizing of such matorial through Central Registry for record kceping
purposcs. It rill bcA the rosmonéib:‘lity of the Cffice or Staff Messége_Ceﬁters
to kccp adequatc rocords of all n.ntx,r-oi‘ficc mut\,rl...l. |

13. Tho systems of rccordlng ‘oo ‘be used in 't.h\, Officec or Staff Message
Centers may‘bo developed to fit the nceds of cach"particular office, the only
roquir;:mcnt boin" that ot ail times the Office or Staff I-'Iessa«c Gcntcfs can
account for thy dl.apositlon of all int: r-off:.ce material, ooth outgoin~ and

:anom:.n It is suggested ‘bhat tho proooscd log for outr*o:mg material could .

‘also be used for recording intcr—-offlce na.tcrlal both incoming and outt'olng.

lh The rcsult of much inter-office c~rrcupondencc is c:Lthcr a dlI‘OC'blVC.

or order for 'bhc, division, or the nroductlon of an out'mln" luttcr or rwort. s

' In eithor case the :Lntor-ofi‘ice corrospondcncq nced not be. formrarded to

‘Central Rocords for file unless such inter-office correspondence contains in-

" formation of considerable value which will supplement the information con=-

~ teined in' the memo for record on outgoing mail_,' or wrill supplcment the ih= -

formation in the published dlrect:.vc or ordcr. Invcase's vhere the inter—"'-

office corrcsnondoncc. docs not rcsult in a formal product I:hlch 7ill reach

‘ Jc,ntral r,o"ords 5 the corrcspondoncc upon complotlon will be forwarded.to

Ccntral Records only 1f thc suchct muttcr in thc opin:.on c-1ther of the

or:."inator or thc flng.l rcc:Lp:Lcnt of the corrcspondence 1s of sufflcient

L va.luc to Justify :.ta roton‘bion in pormzmont i’i_os. L L
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o AN somon oy
’ INCOILING INTELLIGENCE IMFORIL.TION, OTHIR TH.I C.BLES
\ 15, CENTR.L REGISTRY PROGEDURE

8. - The Ineoming Unit of the Contral Renistry Section'*.rill:
'(1,) Opezfx' onvolope or othor container of material rocoivod,
(2)‘ If matorial is roceived vi.mdor couricr or rwiutry
nunver, t‘w outor onvelnpc on which thi.a humbor appez 2ors will be
S ‘ attacliod to the material, - ' K
| (3) Timc stamp material
(L4) . issizn C.I +ffe Control MNumber

| i (5) 4.351{;n .,ucur:x.tv classification (i.c. TOP ATCRIT, oecrot

Confidential, Restricted or Unclas.,:.flcd) to material which is received

/ ‘ unclassified, and which according to C.I.@. policy rcquires' a sccurity

’classificutidn.
(6) Pass to Information Distribution Unit if thc:'matariall is

Socr\.t or below in securl*by clessification and to Special Dlatrlbutn.on .

- © Unit if the material is Top Séerot.
b. "The Informat:.on Dlst;‘lbutlon ﬁnit and -Special ‘Distributi_on Unit
wills | L ' | ’ '
(1) ,‘.ssr-n 'thu report a File Cll..ssn_flcatlon Nun.:er which is
obtalnod fron the FJ.lo Cla ‘s;_f.‘lc‘.tlon Bonl’ published b*r the Central ° ~‘
Rogzutry Sectiens o .
L (2) Preparc CIH‘FllL,I Card, Form 1"0. 35-2 (smplo attached as .
T‘;B D) mdz.ca'bmﬁ in thc sp._ccs orovided for cuch purpose.
. | ‘(a) i CIH Contzol I’umb T ) ‘
: " ’ (b)"'”Sccur:Lty clg.ssn_flcatlon A S f. -
(~ : ‘,_(C)', Sourcc- L ‘} . -
o R (d) i,‘F:.lx, ClO.SSILflC&'bﬂ.OH Numbcr : S . o
.‘ C(e) uDato '~f rc.cc,lpt ‘ l . ' . '

(£) Numbdr of copies o S

o (8) ;\Numbar of mclosurus

“

i
!
(
I
|
!
}
1
!
:

“
1
3
[}
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(h) Namo of agoney which fonh.r,dad matoerial to C.I.G.

iy
(1) Dato of document '

(N Numbor assignod to document by transmitting agency

(l) Courior number or any other identifying numbor under

: ..hich tho material was rccuivod

(1) SubJect With any otherinformation which should be

rocorded for vhich spiees are nob provided.

(3) Roviow the docum«.nt very briefly to scu if dny ageney in

C.I.# other than the Offico of Rescarch and Evaluation should roceive

a copy of the meturial, For this purpose representatives of the Office

of Rescarch and Ival uation and the 0ffice of Collection

will” 51’0 in the Inforrn..t" on Distribution Unlt (if the intelligence in~

‘ i‘ormatn.on Viere rout' d initig &1y tn Spocial Di%ribution, that unit +rill
rufc.r thc mt\,lllgt_nc:u, :m.f‘om"tlon docurients to this rn.prcsentatlv for
rovn.c.w). . after rc.v:u:z" the distribution xrhlch the matoriadl is ‘so rccc

. within C. I.& will be notud in the spuce prov:.dcd for that puxp osc on
. CIQ—Filc, Card, Form 35—2. ‘

(h) The' File: Card,. Forn er. 35-2, will then be distributed in

¢ : = . ' ’ ) N ' v !
tho i‘vollo.rm;., manner: . ’ '

(2) Original &nd third and fourth carbon 1rill be forrarded

- With the copics of material oing to ORE.

(b) First carbon copy will be filed in CIG Conﬁrql' Number

Filc in Central. Rcvistr"r : -

\c) occond co.rbr\n 111 be L‘llc.d in Fa.lm* Cln..SSlflC.-'bl"n

Numocr F:Llo in Cﬁntral Rc'-a.strv , ‘
' (d) Fli'th cr:py 1'111 b\, fl'l.\.d 1n "Sourcc" file of Cyntrnl
TR "tu*lstr" o o . , B

S (u) Ii‘ thn, dlstrlbut:l.on on a documc,nt is so wide that *h\, '

s ’

s:Lx CDpJ.CS rf F:Llc Card, Form: Jf‘, 35—2 am 1nad\.qug.te mathor '

\

sern.us ')f snx coc:x.cs 11l b&, prc.pan.d. ) :

3 . -_ -

e (5) Prupar\, i‘or cach rcc\.:wln" Offle a: Consolldatud ROC‘.lpt,

and Dissomination

ive:




+ ) ’ ! .
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: Form No, 35-3 ‘(sample attached as T-.B B) in 'ohn*ou copius on vhich rill
PO be rocarded classificatd lon, nwiur of copics, ».ud CIA Control Numbor, -
(6) Envelopo matoriol £ar transnitbal by offic r or‘cniistod B

couricr,

(7) m2 respongible for insuring that all recoipts arc returhod

i froa the roceiving Office and Staff Messago Contors in a reassonable s

longth of time, ' . . :
] (8) 411 recoipts will thon bo turncd over to Central Rechrds |, -
. for filing in pormancnt raceipt filus. Theso rocu'ipts vill bo meintained

for a perind of two years, after vhich timo they may be destroyed,

16, OFFICE OR ST.FF :ESS\G3 GENTZR PROCEDURE ' R

Upon rceeeipt in the Office or Staff Muslsage antcr from the Cuntral
{ 8 Registry Unit, lcssage Conters will carry out th:; followin[; procodurcs:
o | 4. Cheek tho Conséliddted Recodpt form te insure that all papors
3 / / arce accounted for bv a reeordod CIR-C: \ntrol Numb.x It should b borm. in mind
: i . that when a pers-n sims for o CIgContral Number ho is not only. algmn" for
th\. dvcumcnt itsclf, but-he is t.ch.pt:.n" the information conta :.ned on the Fllo
Card as being eorrcet (i.e, thot the mumber Qf copivs of the paper, 1nclosures_,'
" ute. as listed on the File Card am.‘corroct). o o e
b, 8ig n the Con.mlldatcd Rg.m,:mt erm indicating timc a2nd dzte of
f ‘ reccipt, end but in th\, out basket for immediate return to Central Records.

- If tho Office or S’oufi‘ Message Center check reveals that material listed on .

the receipt hes not boen rucn.:.vc,d, or th‘.’c the File Card is incorrcctly pro-

‘parcd, Central Rc*'a.stry <l bu contactoed mm.dl tely bcforo o siggle picee.
of mat\,rlul l:u sted on the reccipt is dls “rlbuted by the Office or Staff Me SSagc :

Center, Thu. Cffice or St:..ff HL:S;:U-"G Cc.r*ts.rm.ll ‘ohcn abide by whatever in- S et
, ~,‘oruct:x.cns it roceives .f.‘rom C(,n'bral Rovlstry. . _ _ .

Cs ‘.ft\,r the rcccmt ms been srned th;, Ffflco or Staff Me ssai,

o

(‘untc.r 11 dctvmln_. the r.»utm"f to be given that paper,

g. Tlm clerk’ ill th,n cntor the rautlng on the IIf‘s ac Ccnm.r copy

a2

' nf the Flll‘ Gv.rd ’fl‘bh a not :.on sho.l:m" thr, d‘.te nf rout:l.n'f u.nd tho lnl‘blal

i

/
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i o of the porson making the routing. e
' ’_g_ + The TFilo Card will thon bu filed in numorical soquence by CIG ' ;
| Cantrol Nurber, In the caso of the Cffico Message Contor of the Office =f l
Rosuarch end Swvalua tj.fm Atvo additional osples of the card ara furnished. Tn
o cddition to the CIG .Control Humbur £ilo, fh;".t office will filc onv cony of » ;
o “tha Lorm by "Sr:-urcc"; the third comy will be attached t2 the cmy of tho drcunent 1
T which is forvardod o the Intelli~once Librarr (if nn copy is available for ~ . | )
. dircet routing to Librory the third cony will be attached to the rauted copy 1
o vhich is dus.l.gnatud as the Library File c*»,f) Upnn rocuipt 1‘1 the LlDI\.I‘_Y‘ of ’
[ "AE this cony of th\, form .r1.ll be romoved vhoen thc basic Intelligonce Library .
P : #ile Classificatisn has been dotsrmined for the roport, This classification
| will be written over tho face of tho third copy of the File Card and rc‘turn.e_d ;
o ' through the Office Messame Conter to Central Rogisti‘;f, whers a notation on :
t : ,f ) tho CIG Gontrol Numbor Cafd‘.‘wﬂl be made of tho ORE classification.’ '
L —
- | ST SECTION V. |
N . : , OUTGOI!IG INTELLIGEACE REPORTS | ; .
P - i
. Intellizonce rcmrts pr\,par\,d and publ :.shcd in antrul Int\.lli-'c,nccmcg . ’
) will be d:.atrmbutod in the i‘ollowm:; manner: | . - ‘
X ' 17. vOfi‘n.ce 2f Collection and Dissemination will furnish the Spocial R ’
: B Distribution Um'b or the. Dlstrmubn.m Unit o disscmination Ordcr cnvcrm" the .
. d:l.sscnmrtl--an of cach C.I.f publication, L
18. I.i‘tc.rpublicu.tlon all copies of t}*u repart will be for.rardod to R
. 73upc.c:;11 uls‘brlbutlon Uait or Dlstrlbut:.on Unlt dependmg won tho class:.f:.- S : { %
if "-catlon of the réport, where dlstrlbutlﬁn 1rill be made nutu matically accordlnv ~
(’ N : to the dlssL,mlm.tlon orders., ‘ ‘ '
AT SRR FOP T DIRubTOR OF CINRL MMILLIGEmCE: . .
‘ R S S Exocutive for Forsonmol
) s BT L PR el -,.unf_i‘,;d;nlnlstrutlon
v : i
'Ap:‘p:r."o‘\'(.el‘d ﬁé;yﬁéléasé"zbvdjl‘rii/1zj";"scjév_éﬁﬁf_‘sﬂ-bbj?s‘i@?ibiofiqsldpjé- L
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. Con*rol No, Cec Cl- Sowrce ' 1 File Classification ...

C . e

Date of Mat No, Cc No, Inds No. Incls Datr Rec/Disvatch

Ev - In, Out - Cpy. No. Reply Date ° Tourier Mo, . ' ‘ IR

i

) ;

- |

i f
; : . . \
s
e i

? ‘ : | Subject,

; ' Form No. 35-1 Sep* 1946

; ; Original- File Classification Card File ‘- Routing
! e 1st Copy- Central Registry Control No. File
1

, 2nd Copy- Office Mecssage Center Con*rol No, File
| 3rd_Copy- Central Registry cource File . .
4th Cepy- To Accompany Paver ‘ '

B I R .

(The actual size of the above'f&fm is 3" x 5")

File Card, Form No. 35-1

- . o . - ~ -

‘ : . . '
R s :
i ' h\.\v(f . iy
: R
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CONZOLIDATED RECEIFT e
' ‘ o, of mieces
TO:
Class No. Conirs  Con*rol No. Claoss No. Copies Control NO.
/
’ . '_'
- - :‘
rgnature ‘
B . n Ir -+ Time ' Da*e
Form Mo, 34-3, : DN
Sept. 1946 . : ' ’ N

(*he ..c*ual size.of the-above “orm 45 5% x &)

. GOWSOLID'TED RFCEIPT, TORY NO. 35-3 ... I
v ’ V"‘ N ' . N . " ‘ . ‘ ‘
. NE
) . ; e
/ bag .

LY
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; Control No, ‘Sec Clas Source . ' : . |File Class Mo,
i ‘ ' . ~|Pds'ribu’ion in
‘ Late Rec, No. Ce.. No, Incls, Transmitting Agency OLE
e ;
) an
¢ Date ol Doc, Agency No, Courier Number
, . Dist, in CIG| [__JwF/A
1rE/T
Ju
Ea
. Subject. .
W Form tlo, 35-2 Sept 104¢ = ‘ ‘[ Jother
DA uriginal - For ORE Files
Jst Copy - Cen‘ral Registry Control No, File
<nd Uopy - Central Registry File Classif: cation No, File
3rd Copy - For ORE Files
th Copy - For ORE Files
ibth Copy - Central Registry "Source“ File
‘ " (The ac+ual size o, the above form is 3" x 54)
|- -Filé'iCard,,Eorm No. 35-2. . .
ﬁf
i ' E
! \
. o , £
I '},:: . - " .' J‘ N - ,-' ‘ TAB 'nDum'
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